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Tourism Training Package Volume 1 - Qualifications, Assessment

Guidelines and Supporting Information

This is the first of five volumes which comprise the endorsed components of the THT02
Tourism and THH02 Hospitality Training Packages. This volume must be used in conjunction
with other relevant volumes, as follows:

Volume 2 General Competency Standards for Tourism and Hospitality

Volume 3 Competency Standards for Tourism

Volume 4 Competency Standards for Hospitality

Volume 5 E-business Competency Standards for Tourism and Hospitality

Note: For ease of use, the common components of the two industry Training Packages have
been combined. Volume 1 contains the Qualifications, Assessment Guidelines and
Supporting Information for both the THT02 Tourism and THH02 Hospitality Training
Packages. Volumes 2 and 5 contain general competency standards which are applicable to
both Tourism and Hospitality.

This volume contains part of the endorsed component of the Tourism and Hospitality Training
Packages. It is one of five volumes and must not be used in isolation from those other
volumes.

Volume 1

Volume 2

Volume 3

Volume 4

Volume 5

Qualifications, Assessment Guidelines and Supporting Information

General and Cross-industry Competency Standards

Tourism Competency Standards

Hospitality Competency Standards

E-business Competency Standards

Introduction

Tourism

Qualifications

Assessment Guidelines - Tourism and Hospitality
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Competency Standards - Tourism and Hospitality

Supporting Information

Appendices

Common Core

Customer Service, Sales and Marketing

Hygiene, Health, Safety and Security

General Administration

Financial Administration

Computer Technology

Technical and Maintenance Services

Languages Other than English

Merchandise Sales

Training and Assessment

Leadership and Management

Tourism Core

Planning and Product Development

Meetings and Events

Sales and Office Operations

Tour Operations

Guiding

Attractions and Theme Parks

Wine Tourism

Hospitality Core

Food and Beverage

Gaming

Front Office

Housekeeping

Commercial Cookery

Commercial Catering

Patisserie

Asian Cookery

Opportunity Analysis

Strategy Development

Customer Service

Website Development & Management

Marketing

Information Management
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E-business Trading

Systems Administration

Communication
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This work has been produced with the assistance of funding provided by the Commonwealth
Government through the Department of Education, Science and Training (DEST).

An individual may make a photocopy of all or part of the work for their personal use.

A Registered Training Organisation may make photocopies of all or part of the work for the
teaching purposes of that organisation, including for supply to its students provided that any
consideration does not exceed the marginal cost of preparation, reproduction, assembly and
delivery.

Except as permitted under the Copyright Act 1968, all other rights are reserved. Requests for
permission may be directed to:

Branch Manager,

Technology and Information Services Branch,

Industry Skills Development Group,

Department of Education, Science and Training,

GPO Box 9880 Canberra City, ACT, 2601.

Website: www.dest.gov.au

This work is the result of wide consultations with Australian industry participants. It is a
collaborative view and does not necessarily represent the view of DEST or any specific body.
For the sake of brevity it may omit factors which could be pertinent in particular cases.

While care has been taken in the preparation of this Training Package, DEST and the original
developer do not warrant that any licensing or registration requirements specified here are
either complete or up-to-date for your State or Territory. DEST and the original developer do
not accept any liability for any damage or loss (including indirect and consequential loss)
incurred by any person as a result of relying on the information contained in this Training
Package.

This Training Package should not be regarded as professional advice and it should not be
relied upon in any important matter without obtaining appropriate advice relevant to your
circumstances.
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Preliminary Information

Important Note to Users

Training Packages are not static documents; they are amended periodically to reflect the
latest industry practices and are version controlled. It is essential that the latest version is
always used.

Check the version number before commencing training or assessment

This Training Package is Version 2 - check whether this is the latest version by going to the
National Training Information Service ( www.ntis.gov.au) and locating information about the
Training Package. Alternatively, contact Service Industry Skills Council at
http://www.serviceskills.com.au to confirm the latest version number.

Explanation of version number conventions

The primary release Training Package is Version 1. When changes are made to a Training
Package, sometimes the version number is changed and sometimes it is not, depending on
the extent of the change. When a Training Package is reviewed it is considered to be a new
Training Package for the purposes of version control, and is Version 1. Do not confuse the
version number with the Training Packages national code (which remains the same during its
period of endorsement).

Version modification history

The version details of this endorsed Training Package are in the table below. The latest
information is at the top of the table.

Version Release Date Comments

2 9/03/2005 Category One changes:

Correct grammatical and typographical errors.

Update the Diploma of Event Management to THT50203.

Update THTLANO1_A with four new languages and their
respective codes.

Include the Innovation Standards from the Caravan Industries
Training Package in Volume 5.

2.00 31/10/2002 Secondary Release, inclusion of 28 E-business competency
standards.

1.00 20/03/2002 Primary Release revised versions.
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Summary of AQF qualifications in this Training Package

Code Title

THT10102 Certificate I in Tourism (Australian Indigenous Culture)

THT20502 Certificate II in Tourism (Operations)

THT30102 Certificate III in Meetings and Events

THT30202 Certificate III in Tourism (Retail Travel Sales)

THT30302 Certificate III in Tourism (International Retail Travel Sales)

THT30502 Certificate III in Tourism (Tour Wholesaling)

THT30602 Certificate III in Tourism (Visitor Information Services)

THT30702 Certificate III in Tourism (Attractions and Theme Parks)

THT30902 Certificate III in Tourism (Guiding)

THT31002 Certificate III in Tourism (Operations)

THT40102 Certificate IV in Tourism (Sales & Marketing)

THT40202 Certificate IV in Tourism (Operations)

THT40302 Certificate IV in Tourism (Guiding)

THT40402 Certificate IV in Tourism (Natural and Cultural Heritage)

THT50102 Diploma of Tourism (Marketing and Product Development)

THT50203 Diploma of Event Management

THT50302 Diploma of Tourism (Operations Management)

THT60102 Advanced Diploma of Tourism Management
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Units of competency in this Training Package and their prerequisites

Code Title Prerequisite

THTFAT01B Provide on-site information and assistance None

THTFAT02B Monitor entry to venue None

THTFAT03B Provide a site briefing or scripted commentary None

THTFAT04B Operate a ride location None

THTFAT05B Load and unload a ride None

THTFAT06B Maintain safety in water-based rides None

THTFAT07B Supervise ride operations THTFAT02B
THTFAT04B
THTFAT05B
THTFAT06B

THTFAT08B Operate a games location THHGFA01B
THTFAT02B

THTFAT09B Spruik at a games location THHGFA01B
THTFAT02B
THTFAT08B

THTFAT10B Operate animal enclosure/exhibit None

THTFAT11B Provide general animal care None

THTFAT12B Rescue animals None

THTFAT13B Provide customers with information on animals None

THTFAT14B Co-ordinate & monitor animal care None

THTFAT15B Train and condition animals THTFAT10B
THTFAT13B

THTFAT16B Supervise animal enclosures/exhibits THTFAT10B
THTFAT11B
THTFAT13B
THTFAT14B

THTFAT17B Manage animal enclosures/exhibits THTFAT10B
THTFAT11B
THTFAT13B
THTFAT14B
THTFAT16B

THTFME01B Coordinate guest and delegate registrations at venue None

THTFME02B Provide on site event management services None
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Code Title Prerequisite

THTFME03A Develop and update event industry knowledge None

THTFME04A Develop an event concept None

THTFME05A Select event venues and sites None

THTFME06A Manage event contractors None

THTFME07A Organise and monitor infrastructure for outdoor events THTFME06A

THTFME08A Integrate technology into the event management process None

THTFME09A Develop and update knowledge of protocol None

THTFTG01B Work as a guide None

THTFTG02B Offer arrival and departure assistance None

THTFTG03B Develop and maintain the general knowledge required by
guides

THTFTG06B

THTFTG04B Coordinate and operate a tour None

THTFTG05B Lead tour groups None

THTFTG06B Prepare and present tour commentaries or activities THTFTG03B
THTFTG07B
THTFTG08B
THTFTG12A
THTFTG13A
THTFTG14A

THTFTG07B Research and share general information on Australian
indigenous cultures

None

THTFTG08B Interpret aspects of local Australian indigenous culture None

THTFTG11B Manage extended touring programs THTFTG04B
THTFTG05B

THTFTG12A Prepare specialised interpretive content (flora, fauna and
landscape)

THTFTG06B

THTFTG13A Prepare specialised interpretive content (marine
environments)

THTFTG06B

THTFTG14A Prepare specialised interpretive content (cultural and
heritage environments)

THTFTG06B

THTFTO01B Conduct pre-departure checks None

THTFTO02B Operate and maintain a 4WD tour vehicle TDTB0301A
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Code Title Prerequisite

THTFTO03B Set up and operate a campsite None

THTFTO04B Provide campsite catering THHGHS01B

THTFTO05B Operate tours in a remote area THHGHS03B

THTGTM01B Carry out general maintenance None

THTGTM02B Carry out grounds maintenance None

THTGTM03C Monitor pool water quality None

THTGTM04B Carry out specialist maintenance and construction None

THTGTM05B Supervise maintenance operations None

THTLANO101A Conduct basic workplace oral communication in a
language other than English (Arabic)

None

THTLANO102A Conduct basic workplace oral communication in a
language other than English (Indonesian)

None

THTLANO103A Conduct basic workplace oral communication in a
language other than English (Cantonese)

None

THTLANO104A Conduct basic workplace oral communication in a
language other than English (Dutch)

None

THTLANO105A Conduct basic workplace oral communication in a
language other than English (Finnish)

None

THTLANO106A Conduct basic workplace oral communication in a
language other than English (French)

None

THTLANO107A Conduct basic workplace oral communication in a
language other than English (German)

None

THTLANO108A Conduct basic workplace oral communication in a
language other than English (Greek)

None

THTLANO109A Conduct basic workplace oral communication in a
language other than English (Hindi)

None

THTLANO110A Conduct basic workplace oral communication in a
language other than English (Hungarian)

None

THTLANO111A Conduct basic workplace oral communication in a
language other than English (Italian)

None

THTLANO112A Conduct basic workplace oral communication in a
language other than English (Japanese)

None
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Code Title Prerequisite

THTLANO113A Conduct basic workplace oral communication in a
language other than English (Korean)

None

THTLANO114A Conduct basic workplace oral communication in a
language other than English (Malay)

None

THTLANO115A Conduct basic workplace oral communication in a
language other than English (Mandarin)

None

THTLANO116A Conduct basic workplace oral communication in a
language other than English (Polish)

None

THTLANO117A Conduct basic workplace oral communication in a
language other than English (Portuguese)

None

THTLANO118A Conduct basic workplace oral communication in a
language other than English (Russian)

None

THTLANO119A Conduct basic workplace oral communication in a
language other than English (Serbian)

None

THTLANO120A Conduct basic workplace oral communication in a
language other than English (Spanish)

None

THTLANO121A Conduct basic workplace oral communication in a
language other than English (Swedish)

None

THTLANO122A Conduct basic workplace oral communication in a
language other than English (Swiss German)

None

THTLANO123A Conduct basic workplace oral communication in a
language other than English (Taiwanese)

None

THTLANO124A Conduct basic workplace oral communication in a
language other than English (Thai)

None

THTLANO125A Conduct basic workplace oral communication in a
language other than English (Turkish)

None

THTLANO126A Conduct basic workplace oral communication in a
language other than English (Croatian)

None

THTLANO127A Conduct basic workplace oral communication in a
language other than English (Bosnian)

None

THTLANO128A Conduct basic workplace oral communication in a
language other than English (Australian Indigenous
Languages)

None

THTLANO129A Conduct basic workplace oral communication in a
language other than English (AUSLAN)

None
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Code Title Prerequisite

THTLANO1A Conduct basic workplace oral communication in a
language other than English

None

THTLANO201A Conduct routine workplace oral communication in a
language other than English (Arabic)

None

THTLANO202A Conduct routine workplace oral communication in a
language other than English (Indonesian)

None

THTLANO203A Conduct routine workplace oral communication in a
language other than English (Cantonese)

None

THTLANO204A Conduct routine workplace oral communication in a
language other than English (Dutch)

None

THTLANO205A Conduct routine workplace oral communication in a
language other than English (Finnish)

None

THTLANO206A Conduct routine workplace oral communication in a
language other than English (French)

None

THTLANO207A Conduct routine workplace oral communication in a
language other than English (German)

None

THTLANO208A Conduct routine workplace oral communication in a
language other than English (Greek)

None

THTLANO209A Conduct routine workplace oral communication in a
language other than English (Hindi)

None

THTLANO210A Conduct routine workplace oral communication in a
language other than English (Hungarian)

None

THTLANO211A Conduct routine workplace oral communication in a
language other than English (Italian)

None

THTLANO212A Conduct routine workplace oral communication in a
language other than English (Japanese)

None

THTLANO213A Conduct routine workplace oral communication in a
language other than English (Korean)

None

THTLANO214A Conduct routine workplace oral communication in a
language other than English (Malay)

None

THTLANO215A Conduct routine workplace oral communication in a
language other than English (Mandarin)

None

THTLANO216A Conduct routine workplace oral communication in a
language other than English (Polish)

None
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Code Title Prerequisite

THTLANO217A Conduct routine workplace oral communication in a
language other than English (Portuguese)

None

THTLANO218A Conduct routine workplace oral communication in a
language other than English (Russian)

None

THTLANO219A Conduct routine workplace oral communication in a
language other than English (Serbian)

None

THTLANO220A Conduct routine workplace oral communication in a
language other than English (Spanish)

None

THTLANO221A Conduct routine workplace oral communication in a
language other than English (Swedish)

None

THTLANO222A Conduct routine workplace oral communication in a
language other than English (Swiss German)

None

THTLANO223A Conduct routine workplace oral communication in a
language other than English (Taiwanese)

None

THTLANO224A Conduct routine workplace oral communication in a
language other than English (Thai)

None

THTLANO225A Conduct routine workplace oral communication in a
language other than English (Turkish)

None

THTLANO226A Conduct routine workplace oral communication in a
language other than English (Croatian)

None

THTLANO227A Conduct routine workplace oral communication in a
language other than English (Bosnian)

None

THTLANO228A Conduct routine workplace oral communication in a
language other than English (Australian Indigenous
Languages)

None

THTLANO229A Conduct routine workplace oral communication in a
language other than English (AUSLAN)

None

THTLANO2A Conduct routine workplace oral communication in a
language other than English

None

THTLANO301A Conduct workplace oral communication in a language
other than English (Arabic)

None

THTLANO302A Conduct workplace oral communication in a language
other than English (Indonesian)

None

THTLANO303A Conduct workplace oral communication in a language
other than English (Cantonese)

None
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Code Title Prerequisite

THTLANO304A Conduct workplace oral communication in a language
other than English (Dutch)

None

THTLANO305A Conduct workplace oral communication in a language
other than English (Finnish)

None

THTLANO306A Conduct workplace oral communication in a language
other than English (French)

None

THTLANO307A Conduct workplace oral communication in a language
other than English (German)

None

THTLANO308A Conduct workplace oral communication in a language
other than English (Greek)

None

THTLANO309A Conduct workplace oral communication in a language
other than English (Hindi)

None

THTLANO310A Conduct workplace oral communication in a language
other than English (Hungarian)

None

THTLANO311A Conduct workplace oral communication in a language
other than English (Italian)

None

THTLANO312A Conduct workplace oral communication in a language
other than English (Japanese)

None

THTLANO313A Conduct workplace oral communication in a language
other than English (Korean)

None

THTLANO314A Conduct workplace oral communication in a language
other than English (Malay)

None

THTLANO315A Conduct workplace oral communication in a language
other than English (Mandarin)

None

THTLANO316A Conduct workplace oral communication in a language
other than English (Polish)

None

THTLANO317A Conduct workplace oral communication in a language
other than English (Portuguese)

None

THTLANO318A Conduct workplace oral communication in a language
other than English (Russian)

None

THTLANO319A Conduct workplace oral communication in a language
other than English (Serbian)

None

THTLANO320A Conduct workplace oral communication in a language
other than English (Spanish)

None
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Code Title Prerequisite

THTLANO321A Conduct workplace oral communication in a language
other than English (Swedish)

None

THTLANO322A Conduct workplace oral communication in a language
other than English (Swiss German)

None

THTLANO323A Conduct workplace oral communication in a language
other than English (Taiwanese)

None

THTLANO324A Conduct workplace oral communication in a language
other than English (Thai)

None

THTLANO325A Conduct workplace oral communication in a language
other than English (Turkish)

None

THTLANO326A Conduct workplace oral communication in a language
other than English (Croatian)

None

THTLANO327A Conduct workplace oral communication in a language
other than English (Bosnian)

None

THTLANO328A Conduct workplace oral communication in a language
other than English (Australian Indigenous Languages)

None

THTLANO329A Conduct workplace oral communication in a language
other than English (AUSLAN)

None

THTLANO3A Conduct workplace oral communication in a language
other than English

None

THTLANO401A Conduct complex workplace oral communication in a
language other than English (Arabic)

None

THTLANO402A Conduct complex workplace oral communication in a
language other than English (Indonesian)

None

THTLANO403A Conduct complex workplace oral communication in a
language other than English (Cantonese)

None

THTLANO404A Conduct complex workplace oral communication in a
language other than English (Dutch)

None

THTLANO405A Conduct complex workplace oral communication in a
language other than English (Finnish)

None

THTLANO406A Conduct complex workplace oral communication in a
language other than English (French)

None

THTLANO407A Conduct complex workplace oral communication in a
language other than English (German)

None
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Code Title Prerequisite

THTLANO408A Conduct complex workplace oral communication in a
language other than English (Greek)

None

THTLANO409A Conduct complex workplace oral communication in a
language other than English (Hindi)

None

THTLANO410A Conduct complex workplace oral communication in a
language other than English (Hungarian)

None

THTLANO411A Conduct complex workplace oral communication in a
language other than English (Italian)

None

THTLANO412A Conduct complex workplace oral communication in a
language other than English (Japanese)

None

THTLANO413A Conduct complex workplace oral communication in a
language other than English (Korean)

None

THTLANO414A Conduct complex workplace oral communication in a
language other than English (Malay)

None

THTLANO415A Conduct complex workplace oral communication in a
language other than English (Mandarin)

None

THTLANO416A Conduct complex workplace oral communication in a
language other than English (Polish)

None

THTLANO417A Conduct complex workplace oral communication in a
language other than English (Portuguese)

None

THTLANO418A Conduct complex workplace oral communication in a
language other than English (Russian)

None

THTLANO419A Conduct complex workplace oral communication in a
language other than English (Serbian)

None

THTLANO420A Conduct complex workplace oral communication in a
language other than English (Spanish)

None

THTLANO421A Conduct complex workplace oral communication in a
language other than English (Swedish)

None

THTLANO422A Conduct complex workplace oral communication in a
language other than English (Swiss German)

None

THTLANO423A Conduct complex workplace oral communication in a
language other than English (Taiwanese)

None

THTLANO424A Conduct complex workplace oral communication in a
language other than English (Thai)

None
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Code Title Prerequisite

THTLANO425A Conduct complex workplace oral communication in a
language other than English (Turkish)

None

THTLANO426A Conduct complex workplace oral communication in a
language other than English (Croatian)

None

THTLANO427A Conduct complex workplace oral communication in a
language other than English (Bosnian)

None

THTLANO428A Conduct complex workplace oral communication in a
language other than English (Australian Indigenous
Languages)

None

THTLANO429A Conduct complex workplace oral communication in a
language other than English (AUSLAN)

None

THTLANO4A Conduct complex workplace oral communication in a
language other than English

None

THTLANW301A Read and write workplace information in a language other
than English (Arabic)

None

THTLANW302A Read and write workplace information in a language other
than English (Indonesian)

None

THTLANW303A Read and write workplace information in a language other
than English (Cantonese)

None

THTLANW304A Read and write workplace information in a language other
than English (Dutch)

None

THTLANW305A Read and write workplace information in a language other
than English (Finnish)

None

THTLANW306A Read and write workplace information in a language other
than English (French)

None

THTLANW307A Read and write workplace information in a language other
than English (German)

None

THTLANW308A Read and write workplace information in a language other
than English (Greek)

None

THTLANW309A Read and write workplace information in a language other
than English (Hindi)

None

THTLANW310A Read and write workplace information in a language other
than English (Hungarian)

None

THTLANW311A Read and write workplace information in a language other
than English (Italian)

None
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Code Title Prerequisite

THTLANW312A Read and write workplace information in a language other
than English (Japanese)

None

THTLANW313A Read and write workplace information in a language other
than English (Korean)

None

THTLANW314A Read and write workplace information in a language other
than English (Malay)

None

THTLANW315A Read and write workplace information in a language other
than English (Mandarin)

None

THTLANW316A Read and write workplace information in a language other
than English (Polish)

None

THTLANW317A Read and write workplace information in a language other
than English (Portuguese)

None

THTLANW318A Read and write workplace information in a language other
than English (Russian)

None

THTLANW319A Read and write workplace information in a language other
than English (Serbian)

None

THTLANW320A Read and write workplace information in a language other
than English (Spanish)

None

THTLANW321A Read and write workplace information in a language other
than English (Swedish)

None

THTLANW322A Read and write workplace information in a language other
than English (Swiss German)

None

THTLANW323A Read and write workplace information in a language other
than English (Taiwanese)

None

THTLANW324A Read and write workplace information in a language other
than English (Thai)

None

THTLANW325A Read and write workplace information in a language other
than English (Turkish)

None

THTLANW326A Read and write workplace information in a language other
than English (Croatian)

None

THTLANW327A Read and write workplace information in a language other
than English (Bosnian)

None

THTLANW328A Read and write workplace information in a language other
than English (Australian Indigenous Languages)

None
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Code Title Prerequisite

THTLANW329A Read and write workplace information in a language other
than English (AUSLAN)

None

THTLANW3A Read and write workplace information in a language other
than English

None

THTLANW401A Read and write workplace documents in a language other
than English (Arabic)

None

THTLANW402A Read and write workplace documents in a language other
than English (Indonesian)

None

THTLANW403A Read and write workplace documents in a language other
than English (Cantonese)

None

THTLANW404A Read and write workplace documents in a language other
than English (Dutch)

None

THTLANW405A Read and write workplace documents in a language other
than English (Finnish)

None

THTLANW406A Read and write workplace documents in a language other
than English (French)

None

THTLANW407A Read and write workplace documents in a language other
than English (German)

None

THTLANW408A Read and write workplace documents in a language other
than English (Greek)

None

THTLANW409A Read and write workplace documents in a language other
than English (Hindi)

None

THTLANW410A Read and write workplace documents in a language other
than English (Hungarian)

None

THTLANW411A Read and write workplace documents in a language other
than English (Italian)

None

THTLANW412A Read and write workplace documents in a language other
than English (Japanese)

None

THTLANW413A Read and write workplace documents in a language other
than English (Korean)

None

THTLANW414A Read and write workplace documents in a language other
than English (Malay)

None

THTLANW415A Read and write workplace documents in a language other
than English (Mandarin)

None
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Code Title Prerequisite

THTLANW416A Read and write workplace documents in a language other
than English (Polish)

None

THTLANW417A Read and write workplace documents in a language other
than English (Portuguese)

None

THTLANW418A Read and write workplace documents in a language other
than English (Russian)

None

THTLANW419A Read and write workplace documents in a language other
than English (Serbian)

None

THTLANW420A Read and write workplace documents in a language other
than English (Spanish)

None

THTLANW421A Read and write workplace documents in a language other
than English (Swedish)

None

THTLANW422A Read and write workplace documents in a language other
than English (Swiss German)

None

THTLANW423A Read and write workplace documents in a language other
than English (Taiwanese)

None

THTLANW424A Read and write workplace documents in a language other
than English (Thai)

None

THTLANW425A Read and write workplace documents in a language other
than English (Turkish)

None

THTLANW426A Read and write workplace documents in a language other
than English (Croatian)

None

THTLANW427A Read and write workplace documents in a language other
than English (Bosnian)

None

THTLANW428A Read and write workplace documents in a language other
than English (Australian Indigenous Languages)

None

THTLANW429A Read and write workplace documents in a language other
than English (AUSLAN)

None

THTLANW4A Read and write workplace documents in a language other
than English

None

THTPPD01B Create and implement strategic product development
initiatives

None

THTPPD02B Research tourism data None

THTPPD03B Source and package tourism products and services None
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Code Title Prerequisite

THTPPD04B Plan and implement minimal impact operations None

THTPPD05B Plan and develop interpretive activities None

THTPPD06B Plan and develop ecologically sustainable tourism
operations

THTPPD01B

THTPPD07B Plan and develop culturally appropriate tourism operations THTPPD01B

THTPPD08B Plan and develop event proposals and bids THHGGA04B

THTPPD09B Develop conference programs None

THTPPD10B Develop and implement sponsorship plans None

THTPPD12B Develop host community awareness of tourism None

THTPPD13B Assess tourism opportunities for local communities None

THTPPD14B Develop and implement local/regional tourism plan None

THTSMA01B Coordinate the production of brochures and marketing
materials

None

THTSMA02B Create a promotional display/stand None

THTSOP01B Operate an automated information system None

THTSOP02B Source and provide destination information and advice None

THTSOP03B Access and interpret product information None

THTSOP04B Sell tourism products and services THTSOP03B

THTSOP05B Prepare quotations THTSOP03B

THTSOP06B Receive and process reservations None

THTSOP07B Book and co-ordinate supplier services THTSOP03B

THTSOP08B Operate a computerised reservations system None

THTSOP09B Process non-air documentation THTSOP09B

THTSOP13B Apply advanced airfare rules and procedures THTSOP20A

THTSOP14B Administer billing and settlement plan None

THTSOP15B Process and monitor event registrations THHGGA02B

THTSOP16B Maintain a product inventory None

THTSOP17B Allocate tour resources None
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Code Title Prerequisite

THTSOP18A Process air documentation None

THTSOP19A Construct domestic airfares None

THTSOP20A Construct normal international airfares None

THTSOP21A Construct promotional international airfares None

THTTCO01B Develop and update tourism industry knowledge None
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Imported units of competency in this Training Package

Code Title Origin

BSBADM304A Design and develop text documents BSB01

BSBADM305A Create and use databases BSB01

BSBADM306A Create electronic presentations BSB01

BSBADM308A Process payroll BSB01

BSBADM309A Process accounts payable and receivable BSB01

BSBADM310A Maintain a general ledger BSB01

BSBADM403A Develop and use complex databases BSB01

BSBADM404A Develop and use complex spreadsheets BSB01

BSBADM408A Prepare financial reports BSB01

BSBADM505A Manage payroll BSB01

BSBCMN108A Develop keyboard skills BSB01

BSBCMN205A Use business technology BSB01

BSBCMN213A Produce simple word-processed documents BSB01

BSBCMN214A Create and use simple spreadsheets BSB01

BSBCMN306A Produce business documents BSB01

BSBEBUS302A Use and maintain electronic mail system BSB01

BSBEBUS401A Conduct online research BSB01

BSBEBUS403A Communicate electronically BSB01

BSBEBUS404A Trade online BSB01

BSBEBUS405A Conduct online financial transactions BSB01

BSBEBUS407A Review and maintain the business aspects of a website BSB01

BSBEBUS408A Implement and monitor delivery of quality customer service
online

BSB01

BSBEBUS501A Evaluate e-business opportunities BSB01

BSBEBUS502A Evaluate e-business models BSB01

BSBEBUS504A Implement an e-business strategy BSB01

BSBEBUS507A Manage the business aspects of a website BSB01
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Code Title Origin

BSBEBUS516A Manage online purchasing BSB01

BSBEBUS517A Manage online inventory BSB01

BSBEBUS519A Manage online sales systems BSB01

BSBEBUS520A Manage online payments systems BSB01

BSBEBUS521A Plan e-marketing communications BSB01

BSBEBUS522A Conduct e-marketing communications BSB01

BSBEBUS601A Develop an e-business strategy BSB01

BSBEBUS602A Develop an action plan for an e-business strategy BSB01

BSBEBUS603A Evaluate new technologies for business BSB01

BSBEBUS604A Develop a business website strategy BSB01

BSBEBUS613A Develop online customer service strategies BSB01

BSBEBUS614A Build online customer loyalty BSB01

BSZ401A Plan assessment BSZ98

BSZ402A Conduct assessment BSZ98

BSZ403A Review assessment BSZ98

BSZ404A Train small groups BSZ98

BSZ405A Plan and promote a training program BSZ98

BSZ406A Plan a series of training sessions BSZ98

BSZ407A Deliver training sessions BSZ98

BSZ408A Review training BSZ98

CUFIMA01A Produce and manipulate digital images CUF01

FDFCDSCPTA Conduct a product tasting (standard) TBA

FDFCDSEWA Evaluate wines (standard) TBA

FDFCDSEWAA Evaluate wines (advanced) TBA

FDFCDSPTA Prepare for a product tasting TBA

ICAITS017C Maintain system integrity ICA99

ICAITS193A Connect a workstation to the internet ICA99
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Code Title Origin

SRXEVT007A Manage spectators at an event or program TBA

TDTB397B Carry out vehicle servicing and maintenance TDT02

TDTC197B Drive vehicle TDT02

TDTC897B Drive coach/bus TDT02

THCICS01A Contribute to workplace improvements TBA

THCICS02A Share ideas in the workplace TBA

THCICS03A Develop innovative ideas at work TBA

THCICS04A Originate and develop a concept TBA

THCICS05A Lead a team to foster innovation TBA

THCICS06A Create an innovative work environment TBA

THCICS07A Set up systems that support innovation TBA

THHADCAT02B Develop menus to meet special dietary and cultural needs THH02

THHADCAT03B Select catering systems THH02

THHADCC01B Prepare pates and terrines THH02

THHADCC02B Plan, prepare and display a buffet THH02

THHADCC04B Prepare portion controlled meat cuts THH02

THHADCC05B Handle and serve cheese THH02

THHADCC06B Prepare chocolate and chocolate confectionery THH02

THHADCC07B Select, prepare and serve specialised food items THH02

THHADCC08B Select, prepare and serve specialist cuisines THH02

THHADFB02B Provide specialist advice on wine THH02

THHADFB08A Manage wine for a wine outlet THH02

THHADG01B Analyse and report on gaming machine data THH02

THHADG02A Develop and manage gaming activities THH02

THHADG03B Provide responsible gambling services THH02

THHADPT01B Prepare bakery products for patissiers THH02

THHADPT02B Prepare and present gateaux, tortes and cakes THH02
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Code Title Origin

THHADPT03B Present desserts THH02

THHADPT04B Prepare and display petits fours THH02

THHADPT05B Prepare and model marzipan THH02

THHADPT06B Prepare desserts to meet special dietary requirements THH02

THHADPT07B Prepare and display sugar work THH02

THHADPT08B Plan, prepare and display sweet buffet show pieces THH02

THHADTHS01B Plan and conduct evacuation of premises THH02

THHADTHS02B Provide for safety of VIPs THH02

THHASC01A Use basic Asian methods of cookery THH02

THHASC02A Produce appetisers and snacks for Asian cuisines THH02

THHASC03A Prepare stocks and soups for Asian cuisines THH02

THHASC04A Prepare sauces, dips and accompaniments for Asian
cuisines

THH02

THHASC05A Prepare salads for Asian cuisines THH02

THHASC06A Prepare rice and noodles for Asian cuisines THH02

THHASC07A Prepare meat, poultry, seafood and vegetables for Asian
cuisines

THH02

THHASC08A Prepare desserts for Asian cuisines THH02

THHASC09A Prepare curry paste and powder for Asian cuisines THH02

THHASC10A Prepare satay for Asian cuisines THH02

THHASC11A Prepare vegetarian dishes for Asian cuisines THH02

THHASC12A Select, prepare and serve specialist Asian cuisines THH02

THHASC13A Plan menus for Asian cuisines THH02

THHASC14A Design and operate an Asian kitchen THH02

THHBCAT01B Prepare foods according to dietary and cultural needs THH02

THHBCAT02B Package prepared foodstuffs THH02

THHBCAT03B Transport and store food in a safe and hygienic manner THH02

THHBCAT04B Operate a fast food outlet THH02
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Code Title Origin

THHBCAT05B Apply cook-chill production processes THH02

THHBCAT06B Apply catering control principles THH02

THHBCAT07A Apply cook-freeze production processes THH02

THHBCC00B Prepare sandwiches THH02

THHBCC01B Use basic methods of cookery THH02

THHBCC02B Prepare appetisers and salads THH02

THHBCC03B Prepare stocks, sauces and soups THH02

THHBCC04B Prepare vegetables, eggs and farinaceous dishes THH02

THHBCC05B Prepare and cook poultry and game THH02

THHBCC06B Prepare and cook seafood THH02

THHBCC07B Select, prepare and cook meat THH02

THHBCC08B Prepare hot and cold desserts THH02

THHBCC09B Prepare pastry, cakes and yeast goods THH02

THHBCC10B Plan and prepare food for buffets THH02

THHBCC11B Implement food safety procedures THH02

THHBCC13B Plan and control menu-based catering THH02

THHBCC14B Organise bulk cooking operations THH02

THHBFB04B Provide table service of alcoholic beverages THH02

THHBFB09B Provide responsible service of alcohol THH02

THHBFB11B Develop and update food and beverage knowledge THH02

THHBFO02B Provide accommodation reception services THH02

THHBFO08B Conduct night audit THH02

THHBFO09B Provide club reception services THH02

THHBFO10B Provide porter services THH02

THHBG01B Attend gaming machines THH02

THHBG02B Operate a TAB outlet THH02

THHBG03B Conduct a keno game THH02
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Code Title Origin

THHBH01B Provide housekeeping services to guests THH02

THHBH03B Prepare rooms for guests THH02

THHBH05B Launder linen and guest clothes THH02

THHBH06B Provide valet service THH02

THHBKA01B Organise and prepare food THH02

THHBKA02B Present food THH02

THHBKA03B Receive and store kitchen supplies THH02

THHBKA04B Clean and maintain kitchen premises THH02

THHBPT01B Prepare and produce pastries THH02

THHBPT02B Prepare and produce cakes THH02

THHBPT03B Prepare and produce yeast goods THH02

THHBTHS06B Apprehend offenders THH02

THHBTHS16B Provide lost and found facility THH02

THHCCH01A Prepare, cook and serve food THH02

THHCCH02A Prepare, cook and serve food for menus THH02

THHCH11B Prepare and produce Chinese dim sum THH02

THHCH12B Prepare and cook Chinese roast meat cuts and poultry THH02

THHCOR01B Work with colleagues and customers THH02

THHCOR02B Work in a socially diverse environment THH02

THHCOR03B Follow health, safety and security procedures THH02

THHGCS01B Develop and update local knowledge THH02

THHGCS02B Promote products and services to customers THH02

THHGCS03B Deal with conflict situations THH02

THHGCS04B Make presentations THH02

THHGCS05B Organise in-house functions THH02

THHGCS06B Plan and implement sales activities THH02

THHGCS07B Coordinate marketing activities THH02
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THHGCS08B Establish and conduct business relationships THH02

THHGCT04A Participate in co-operative online marketing initiatives for
the tourism industry

THH02

THHGCT05A Build and launch a website for a small business THH02

THHGFA01B Process financial transactions THH02

THHGFA02B Maintain financial records THH02

THHGFA06A Interpret financial information THH02

THHGGA01B Communicate on the telephone THH02

THHGGA02B Perform office procedures THH02

THHGGA03B Source and present information THH02

THHGGA04B Prepare Business Documents THH02

THHGGA05B Plan and manage meetings THH02

THHGGA06B Receive and store stock THH02

THHGGA07B Control and order stock THH02

THHGGA08B Plan and establish systems and procedures THH02

THHGGA09B Manage projects THH02

THHGHS01B Follow workplace hygiene procedures THH02

THHGHS02B Clean premises and equipment THH02

THHGHS03B Provide first aid THH02

THHGHS11A Manage casualty in a remote and/or isolated area THH02

THHGLE01B Monitor work operations THH02

THHGLE02B Implement workplace health, safety and security
procedures

THH02

THHGLE03B Develop and implement operational plans THH02

THHGLE04B Establish and maintain a safe and secure workplace THH02

THHGLE05B Roster staff THH02

THHGLE06B Monitor staff performance THH02

THHGLE07B Recruit and select staff THH02
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THHGLE08B Lead and manage people THH02

THHGLE09B Manage workplace diversity THH02

THHGLE10B Manage workplace relations THH02

THHGLE11B Manage quality customer service THH02

THHGLE12B Develop and manage marketing strategies THH02

THHGLE13B Manage finances within a budget THH02

THHGLE14B Prepare and monitor budgets THH02

THHGLE15B Manage financial operations THH02

THHGLE16B Manage physical assets THH02

THHGLE17B Manage and purchase stock THH02

THHGLE18B Monitor and maintain computer systems THH02

THHGLE19B Develop and implement a business plan THH02

THHGLE20B Develop and update the legal knowledge required for
business compliance

THH02

THHGLE21B Provide mentoring support to business colleagues THH02

THHGLE22A Manage risk THH02

THHGTR01B Coach others in job skills THH02

THHHCO01B Develop and update hospitality industry knowledge THH02

THHINDN07B Prepare and produce tandoori food items THH02

THHINDN09B Prepare and produce Indian breads THH02

THHINDN10B Prepare and produce Indian sweetmeats THH02

THHINDN11B Prepare Indian pickles and chutneys THH02

THHINDO09B Prepare and produce Indonesian crackers THH02

THHJA04B Prepare and produce Japanese raw fish (Sashimi ) THH02

THHJA05B Prepare and produce Japanese simmered, grilled,
deep-fried and steamed dishes

THH02

THHJA07B Prepare and produce Japanese one pot cookery THH02

THHJA08B Prepare and produce Japanese rice cookery THH02
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THHJA10B Prepare and produce Japanese fruit, cakes and
sweetmeats

THH02

THHS2CC1B Monitor catering revenue and costs THH02

THHS2CC2B Establish and maintain quality control THH02

THHS2CC3B Develop a food safety program THH02

THHSCAT01B Manage facilities associated with commercial catering
contracts

THH02

THHSCAT02B Plan the catering for an event or function THH02

THHSCAT03B Prepare tenders for catering contracts THH02

THHSCAT04B Design menus to meet market needs THH02

THHSPT01B Plan coffee shop layout, menu and storage THH02

WRRCS2B Apply point of sale handling procedures WRR02

WRRLP2B Minimise theft WRR02

WRRM1B Merchandise products WRR02

WRRS1B Sell products and services WRR02

WRRS2B Advise on products and services WRR02

Explanation of the review date

The review date (shown on the title page and in the header of each page) indicates when the Training
Package is expected to be reviewed in the light of changes such as changing technologies and
circumstances. The review date is not an expiry date. Endorsed Training Packages and their
components remain current until they are reviewed or replaced.
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Overview

What is a Training Package?

A Training Package is an integrated set of nationally endorsed competency standards,
assessment guidelines and Australian Qualifications Framework (AQF) qualifications for a
specific industry, industry sector or enterprise.

Each Training Package:

• provides a consistent and reliable set of components for training, recognising and
assessing peoples skills, and may also have optional support materials

• enables nationally recognised qualifications to be awarded through direct assessment of
workplace competencies

• encourages the development and delivery of flexible training which suits individual and
industry requirements

• encourages learning and assessment in a work-related environment which leads to
verifiable workplace outcomes.

How do Training Packages fit within the National Training Framework?

The National Training Framework is made up of the nationally agreed quality arrangements
for the vocational education and training sector, the Australian Quality Training Framework
(AQTF), and Training Packages endorsed by the National Training Quality Council (NTQC).

How are Training Packages developed?

Training Packages are developed by Industry Skills Councils or enterprises to meet the
identified training needs of specific industries or industry sectors. To gain national
endorsement of Training Packages, developers must provide evidence of extensive research,
consultation and support within the industry area or enterprise.

How do Training Packages encourage flexibility?

Training Packages describe the skills and knowledge needed to perform effectively in the
workplace without prescribing how people should be trained.

Training Packages acknowledge that people can achieve vocational competency in many
ways by emphasising what the learner can do, not how or where they learned to do it. For
example, some experienced workers might be able to demonstrate competency against the
units of competency, and even gain a qualification, without completing a formal training
program.

With Training Packages, assessment and training may be conducted at the workplace,
off-the-job, at a training organisation, during regular work, or through work experience, work
placement, work simulation or any combination of these.

Who can deliver and assess using Training Packages?

Training and assessment using Training Packages must be conducted by a Registered
Training Organisation (RTO) that has the qualifications or specific units of competency on its
scope of registration, or that works in partnership with another RTO as specified in the AQTF
Standards for Registered Training Organisations.

Training Package Components

Training Packages are made up of mandatory components endorsed by the NTQC, and
optional support materials.

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007
Overview

Volume 1 of 5 Page 33 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



Training Package Endorsed Components

The nationally endorsed components include the Competency Standards, Assessment
Guidelines and Qualifications Framework. These form the basis of training and assessment in
the Training Package and, as such, they must be used.

Competency Standards

Each unit of competency identifies a discrete workplace requirement and includes the
knowledge and skills that underpin competency as well as language, literacy and numeracy;
and occupational health and safety requirements. The units of competency must be adhered
to in training and assessment to ensure consistency of outcomes.

Assessment Guidelines

The Assessment Guidelines provide an industry framework to ensure all assessments meet
industry needs and nationally agreed standards as expressed in the Training Package and
the Standards for Registered Training Organisations. The Assessment Guidelines must be
followed to ensure the integrity of assessment leading to nationally recognised qualifications.

Qualifications Framework

Each Training Package provides details of those units of competency that must be achieved
to award AQF qualifications. The rules around which units of competency can be combined to
make up a valid AQF qualification in the Training Package are referred to as the packaging
rules. The packaging rules must be followed to ensure the integrity of nationally recognised
qualifications issued.

Training Package Support Materials

The endorsed components of Training Packages are complemented and supported by
optional support materials that provide for choice in the design of training and assessment to
meet the needs of industry and learners.

Training Package support materials can relate to single or multiple units of competency, an
industry sector, a qualification or the whole Training Package. They tend to fall into one or
more of the categories illustrated below.
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Training Package support materials are produced by a range of stakeholders such as RTOs,
individual trainers and assessors, private and commercial developers and Government
agencies.

Where such materials have been quality assured through a process of noting by the NTQC,
they display the following official logo. Noted support materials are listed on the National
Training Information Service (NTIS), together with a detailed description and information on
the type of product and its availability ( www.ntis.gov.au).

It is not compulsory to submit support materials for noting; any resources that meet the
requirements of the Training Package can be used.

Training Package, Qualification and Unit of Competency Codes

There are agreed conventions for the national codes used for Training Packages and their
components. Always use the correct codes, exactly as they appear in the Training Package,
and with the title always following the code.

Training Package Codes

Each Training Package has a unique five-character national code assigned when the Training
Package is endorsed, for example THT02. The first three characters are letters identifying the
Training Package industry coverage and the last two characters are numbers identifying the
year of endorsement.

Qualification Codes

Within each Training Package, each qualification has a unique eight-character code, for
example THT10102. The first three letters identify the Training Package; the first number
identifies the qualification level (noting that arabic numbers are not used in qualification titles
themselves); the next two numbers identify the position in the sequence of the qualification at
that level; and the last two numbers identify the year in which the qualification was endorsed.
(Where qualifications are added after the initial Training Package endorsement, the last two
numbers may differ from other Training Package qualifications as they identify the year in
which those particular qualifications were endorsed).

Unit of Competency Codes

Within each Training Package, each unit of competency has a unique code. The unit of
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competency codes are assigned when the Training Package is endorsed, or when new units
of competency are added to an existing endorsed Training Package.

A typical code is made up of 12 characters, normally a mixture of uppercase letters and
numbers, as in THTFME03A. The first three characters signify the Training Package (
THT02Tourism Training Package in the above example) and up to eight characters, relating
to an industry sector, function or skill area, follow. The last character is always a letter and
identifies the unit of competency version. The A in the example above indicates that this is the
original unit of competency. An incremented version identifier usually means that minor
changes have been made. Typically this would mean that wording has changed in the range
statement or evidence guide, providing clearer intent. Where changes are made that alter the
outcome, a new code is assigned and the title is changed.

Training Package, Qualification and Unit of Competency Titles

There are agreed conventions for titling Training Packages and their components. Always use
the correct titles, exactly as they appear in the Training Package, and with the code always
placed before the title.

Training Package Titles

The title of each endorsed Training Package is unique and relates the Training Packages
broad industry coverage.

Qualification Titles

The title of each endorsed Training Package qualification is unique. Qualification titles use the
following sequence:

• firstly, the qualification is identified as either Certificate I, Certificate II, Certificate III,
Certificate IV, Diploma or Advanced Diploma

• this is followed by the words in for Certificates I to IV and of for Diploma and Advanced
Diploma

• then the industry descriptor follows, for example Telecommunications, and
• if applicable, the occupational or functional stream follows in brackets, for example

(Computer Systems).

For example:

• THT10102 Certificate I in Tourism (Australian Indigenous Culture)
• THT20502 Certificate II in Tourism (Operations)

Unit of Competency Titles

Each unit of competency title is unique. Unit of competency titles describe the competency
outcome concisely, and are written in sentence case.

For example:

• THTFAT01B Provide on-site information and assistance
• THTFAT02B Monitor entry to venue
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Qualifications Framework

The Australian Qualifications Framework

What is the Australian Qualifications Framework?

A brief overview of the Australian Qualifications Framework (AQF) follows. For a full
explanation of the AQF see the AQF Implementation Handbook, 3rd Edition 2002. You can
download it from the Australian Qualifications Advisory Board (AQFAB) website (
www.aqf.edu.au) or obtain a hard copy by contacting AQFAB on phone 03 9639 1606 or by
emailing AQFAB on aqfab@curriculum.edu.au

The AQF provides a comprehensive, nationally consistent framework for all qualifications in
post-compulsory education and training in Australia. In the vocational education and training
(VET) sector it assists national consistency for all trainees, learners, employers and providers
by enabling national recognition of qualifications and Statements of Attainment.

Training Package qualifications in the VET sector must comply with the titles and guidelines of
the AQF. Endorsed Training Packages provide a unique title for each AQF qualification which
must always be reproduced accurately.

Qualifications

Training Packages can incorporate the following eight AQF qualifications.

• Certificate I in ...
• Certificate II in ...
• Certificate III in ...
• Certificate IV in ...
• Diploma of ...
• Advanced Diploma of ...
• Vocational Graduate Certificate of ...
• Vocational Graduate Diploma of ...

On completion of the requirements defined in the Training Package, a Registered Training
Organisation (RTO) may issue a nationally recognised AQF qualification. Issuance of AQF
qualifications must comply with the advice provided in the AQF Implementation Handbook
and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Statement of Attainment

Where an AQF qualification is partially achieved through the achievement of one or more
endorsed units of competency, an RTO may issue a Statement of Attainment. Issuance of
Statements of Attainment must comply with the advice provided in the AQF Implementation
Handbook and the Australian Quality Training Framework Standards for Registered Training
Organisations, particularly Standard 10.

Under the Standards for Registered Training Organisations, RTOs must recognise the
achievement of competencies as recorded on a qualification or Statement of Attainment
issued by other RTOs. Given this, recognised competencies can progressively build towards
a full AQF qualification.

AQF Guidelines and Learning Outcomes

The AQF Implementation Handbook provides a comprehensive guideline for each AQF
qualification. A summary of the learning outcome characteristics and their distinguishing
features for each VET related AQF qualification is provided below.
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Certificate I

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform a
defined range of activities most of which may be routine and predictable.

Applications may include a variety of employment related skills including preparatory access
and participation skills, broad-based induction skills and/or specific workplace skills. They
may also include participation in a team or work group.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate knowledge by recall in a narrow range of areas;
• demonstrate basic practical skills, such as the use of relevant tools;
• perform a sequence of routine tasks given clear direction
• receive and pass on messages/information.

Certificate II

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and skills would prepare a person to perform in
a range of varied activities or knowledge application where there is a clearly defined range of
contexts in which the choice of actions required is usually clear and there is limited
complexity in the range of operations to be applied.

Performance of a prescribed range of functions involving known routines and procedures
and some accountability for the quality of outcomes.

Applications may include some complex or non-routine activities involving individual
responsibility or autonomy and/or collaboration with others as part of a group or team.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate basic operational knowledge in a moderate range of areas;
• apply a defined range of skills;
• apply known solutions to a limited range of predictable problems;
• perform a range of tasks where choice between a limited range of options is required;
• assess and record information from varied sources;
• take limited responsibility for own outputs in work and learning.

Certificate III

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover selecting,
adapting and transferring skills and knowledge to new environments and providing technical
advice and some leadership in resolution of specified problems. This would be applied
across a range of roles in a variety of contexts with some complexity in the extent and choice
of options available.

Performance of a defined range of skilled operations, usually within a range of broader
related activities involving known routines, methods and procedures, where some discretion
and judgement is required in the section of equipment, services or contingency measures
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and within known time constraints.

Applications may involve some responsibility for others. Participation in teams including
group or team co-ordination may be involved.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate some relevant theoretical knowledge
• apply a range of well-developed skills
• apply known solutions to a variety of predictable problems
• perform processes that require a range of well-developed skills where some discretion

and judgement is required
• interpret available information, using discretion and judgement
• take responsibility for own outputs in work and learning
• take limited responsibility for the output of others.

Certificate IV

Characteristics of Learning Outcomes

Breadth, depth and complexity of knowledge and competencies would cover a broad range
of varied activities or application in a wider variety of contexts most of which are complex and
non-routine. Leadership and guidance are involved when organising activities of self and
others as well as contributing to technical solutions of a non-routine or contingency nature.

Performance of a broad range of skilled applications including the requirement to evaluate
and analyse current practices, develop new criteria and procedures for performing current
practices and provision of some leadership and guidance to others in the application and
planning of the skills. Applications involve responsibility for, and limited organisation of,
others.

Distinguishing Features of Learning Outcomes

Do the competencies enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating some theoretical
concepts

• apply solutions to a defined range of unpredictable problems
• identify and apply skill and knowledge areas to a wide variety of contexts, with depth in

some areas
• identify, analyse and evaluate information from a variety of sources
• take responsibility for own outputs in relation to specified quality standards
• take limited responsibility for the quantity and quality of the output of others.

Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity covering planning and initiation of alternative approaches to
skills or knowledge applications across a broad range of technical and/or management
requirements, evaluation and co-ordination.

The self directed application of knowledge and skills, with substantial depth in some areas
where judgement is required in planning and selecting appropriate equipment, services and
techniques for self and others.

Applications involve participation in development of strategic initiatives as well as personal
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responsibility and autonomy in performing complex technical operations or organising others.
It may include participation in teams including teams concerned with planning and evaluation
functions. Group or team co-ordination may be involved.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of a broad knowledge base incorporating theoretical
concepts, with substantial depth in some areas

• analyse and plan approaches to technical problems or management requirements
• transfer and apply theoretical concepts and/or technical or creative skills to a range of

situations
• evaluate information, using it to forecast for planning or research purposes
• take responsibility for own outputs in relation to broad quantity and quality parameters
• take some responsibility for the achievement of group outcomes.

Advanced Diploma

Characteristics of Learning Outcomes

Breadth, depth and complexity involving analysis, design, planning, execution and evaluation
across a range of technical and/or management functions including development of new
criteria or applications or knowledge or procedures.

The application of a significant range of fundamental principles and complex techniques
across a wide and often unpredictable variety of contexts in relation to either varied or highly
specific functions. Contribution to the development of a broad plan, budget or strategy is
involved and accountability and responsibility for self and others in achieving the outcomes is
involved.

Applications involve significant judgement in planning, design, technical or
leadership/guidance functions related to products, services, operations or procedures.

The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.

Distinguishing Features of Learning Outcomes

Do the competencies or learning outcomes enable an individual with this qualification to:

• demonstrate understanding of specialised knowledge with depth in some areas
• analyse, diagnose, design and execute judgements across a broad range of technical

or management functions
• generate ideas through the analysis of information and concepts at an abstract level
• demonstrate a command of wide-ranging, highly specialised technical, creative or

conceptual skills
• demonstrate accountability for personal outputs within broad parameters
• demonstrate accountability for personal and group outcomes within broad parameters.

Qualification Pathways
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Qualification Titles

Each qualification has a title which meets the required format of the Australian Qualifications
Framework. The titles have been determined by industry to ensure that they describe
meaningful and easily-recognised industry outcomes.

These titles must be used by RTOs responsible for issuing qualifications. These are listed in
this document and include the words:

• Certificate I, II, III, IV, Diploma or Advanced Diploma to reflect the level of the
qualification

• industry descriptor (Tourism), except in the area of Meetings and Events where the word
"Tourism" has been removed to reflect the cross-industry focus.

• main functional area or specialist stream (eg Tour Wholesaling, Visitor Information
Services)

Some examples are:

• Certificate III in Tourism (Retail Travel Sales)
• Certificate IV in Tourism ( Sales and Marketing )
• Diploma of Tourism (Marketing and Product Development)

The qualifications issued by an RTO must list of all the units of competency achieved, as
detailed in the Assessment Guidelines document for this training package (refer to 'Reporting
Assessment Outcomes').

Format of Qualifications

Each qualification clearly lists all the units of competence required for that particular
qualification. This means, for example, that the core units of competence required for a
Certificate II in Tourism (Operations) still appear as core units of competence for a Diploma of
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Tourism (Operations Management)

This "embedding" or "nesting" has been done for two reasons:

• to articulate the complete range of skills required to achieve each qualification rather
than relying on references to pre-requisites or entry requirements for each successive
qualification,

• to ensure that higher level qualifications focussing on management or supervisory skills
also contain the required "hands-on" or practical skills.

Pathways To Qualifications

There are many different ways in which a person may gain a national qualification. Existing
employees, trainees, apprentices, or pre-employment students may obtain qualifications. The
achievement of competence is what matters, not the way in which it is achieved.

For example, a young person entering the industry may benefit most from a mixture of
on-the-job and off-the-job learning while an experienced worker may choose an
assessment-only pathway.

Possible pathways are as follows:

• Assessment-only pathway
• Combination of on-the-job training and institution based training
• Institution-based training programs
• On-the-job training

The tourism industry favours training which maximises workplace experience. RTOs are
strongly encouraged to form close links with industry to increase learning benefits and
employment outcomes for pre-employment students.

Customisation of Qualifications

Tourism Industry national qualifications may be customised by including elective units of
competency from a range of areas, including other relevant training packages.

Within the Tourism Training Package, it is possible to achieve a general or a specialist
outcome by selecting either units focussed on a particular specialist area or units covering a
wider range of skills. The packaging maximises choice, giving individuals and enterprises the
opportunity to combine competencies in ways that suit them. For example, the Tourism
(Operations) qualifications are specifically designed for those seeking maximum choice and
flexibility. A qualification like the Certificate III in Tourism (International Retail Travel Sales),
on the other hand, is quite prescriptive in nature to reflect the very specific skills required in
that sector of the industry.

In addition to Tourism Industry competency standards, the Training Package allows for the
selection of relevant units of competence from other industry packages. For example:

• Hospitality
• Food Processing (wine sector)
• Transport
• Sport and Recreation
• Retail
• Business Services
• Assessment and Workplace Training

When units are selected from other packages the assessment requirements of those
packages must be met.
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Some units from the National Assessment and Workplace Training Package should be
achieved in holistic clusters which will count as one elective within a qualification. This
encourages the acquisition of training and assessment skills within qualifications without
inhibiting the selection of sufficient industry-specific units. The following clusters apply:

• BSZ405A plus BSZ407A plus BSZ408A (= one elective)
• BSZ401A plus BSZ402A plus BSZ403 (= one elective).

A full list of standards in both the Tourism and Hospitality Training Packages is found in this
volume. Standards from other industries not published in this package may be obtained from
the relevant national ITAB, the National Training Information Service website or from
Australian Training Products.

Linkages To Other Units and Pre-Requisites

The requirement to achieve some competency standards prior to or in conjunction with other
units is identified in the evidence guides for individual units of competence . However, these '
pre-requisites' have been kept to a minimum to give RTOs flexibility in packaging the
qualifications and to ensure that the requirements for each qualification can be understood
easily. Where there is a pre-requisite requirement, this is reflected in the National
Qualifications, so that all required units are explicitly stated in the core of each qualification.
When RTOs select electives, they should carefully check for any pre-requisite requirements
when structuring a course. A table showing pre-requisite requirements for all units is found in
Appendix D.

In determining how they will implement the training package, RTOs will select appropriate
learning strategies, identify the sequence in which units of competence will be achieved and
identify any pre-requisites.

The evidence guides for each unit also identify other units that are closely linked and may be
assessed concurrently. The recommended linkages are provided as a non-prescriptive guide
to assessors .

New Apprenticeships

The term 'new apprenticeships' incorporates both apprenticeships and traineeships. Trainees
or apprentices may be employed full time or part time. Generally, they will undergo a
combination of training and assessment at work and at a training institution, or undertake all
their training in the workplace. Trainees and apprentices are employed by an enterprise under
a training contract which sets out the training to be provided. Alternatively, the employer can
be a group training company, which employs trainees and rotates them between a number of
employers.

Training can be provided at set times (such as one day a week), in negotiated blocks of time
or through other arrangements agreed by the enterprise and the training organisation.

This industry training package offers traineeships and apprenticeships at any qualification
level. While the package does not preclude any of the qualifications being achieved via this
pathway, it is unlikely that the industry will offer apprenticeships and traineeships at the higher
levels of Diploma and Advanced Diploma in the foreseeable future. All Certificate II and III
and IV level qualifications listed in this training framework would be appropriate for
apprenticeships and traineeship delivery.

A training and assessment pathway combining on and off-the-job components is defined by
the industry as the most suitable pathway for those undertaking formal traineeships or
apprenticeships. In cases, where training is provided on-the-job followed by assessment
off-the-job, it may be appropriate for assessment to be supported by a portfolio of evidence
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which demonstrates workplace performance. Supporting evidence of competency from the
employer would also be appropriate.

Development of apprenticeships and traineeships should take account of the characteristics
of the industries at local level. Estimation of the time taken to complete an apprenticeships or
traineeship pathway to a qualification should be negotiated at State/Territory level and, more
meaningfully, on a case by case basis. Local and enterprise consultation will ensure that
apprenticeships and traineeships are linked to local industry needs, to particular job functions
for which specific units can be chosen and to specified training and assessment pathways.
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Qualifications

THT10102 Certificate I in Tourism (Australian Indigenous Culture)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THTFTG08B Interpret aspects of local Australian indigenous culture

Elective Units

One (1) unit selected from the Tourism Training Package or any relevant endorsed
Training Package. Only one language unit may be counted as an elective within this
qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate I in Tourism (Australian Indigenous
Culture)

The Certificate I in Tourism (Australian Indigenous Culture) is designed to reflect the very
specific role of an Australian Indigenous person or other individual approved of by local elders
who shares aspects of his or her culture with visitors in an informal way.

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Guiding
• Attractions and Theme Parks
• Sales/Office Operations

Examples of other Training Packages relevant to this qualification are as follows:

• Museums
• Outdoor Recreation
• Entertainment
• Local Government
• Land Management

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Storyteller

• THHGCS01B Develop and update local knowledge
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate I in Tourism (Australian Indigenous Culture):

- 6 units :
- 5 Core units

Core (refer to the unit list at the end of this section)
- and 1 unit from:

- THT02 Tourism Training Package
- or any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification.
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification.
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTTCO01B Develop and update tourism industry knowledge
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THT20502 Certificate II in Tourism (Operations)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGCS01B Develop and update local knowledge

Elective Units

Six (6) units with at least two (2) from one or more of the areas of the Tourism Training
Package specified below:

• Sales/Office Operations
• Guiding
• Tour Operations
• Attractions and Theme Parks

• Wine Tourism
• Meetings and Events

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate II in Tourism (Operations)

The Certificate II in Tourism (Operations) is designed to reflect the role of individuals who
work in a tourism context, who perform a range of mainly routine tasks and who work under
direct supervision.

This entry-level qualification is flexible and broadly-based and is designed to meet a broad
range of industry needs. In some sectors of the industry, there are no job outcomes at
Certificate II and Certificate III qualifications should be selected (eg. guiding, travel
consultancy).

The tourism context for this qualification will vary and this context must guide the selection of
elective units.

The types of enterprise to which this qualification may apply include any business that
operates in a tourism context including:

• Tour Operators
• Attractions
• Visitor Information Centres
• Cruise Operators
• Museums

Examples of other areas of the Tourism and Hospitality Training Packages relevant to
this qualification are as follows:
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• Food and Beverage
• Front Office
• Languages
• Merchandise Sales
• Computer Technology
• Technical and Maintenance Services

Examples of other Training Packages relevant to this qualification are as follows:

• Food Processing (Wine Sector)
• Museums
• Outdoor Recreation
• Sport
• Entertainment
• Horticulture
• Film, TV, Radio and Multimedia
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Office Assistant in a Small Tour Operation

• THHGGA01B Communicate on the telephone
• THHGGA02B Perform office procedures
• BSBCMN205A Use business technology
• BSBCMN213A Produce simple wordprocessed documents
• THTSOP06B Receive and process reservations
• THTSOP09B Process non-air documentation
• THHGFA01B Process financial transactions

Receptionist/Office Assistant in a Professional Conference Organiser

• THHGGA01B Communicate on the telephone
• THHGGA02B Perform office procedures
• BSBCMN205A Use business technology
• BSBCMN213A Produce simple wordprocessed documents
• THHGFA01B Process financial transactions
• THTSOP15B Process and monitor event registrations
• THTFME03B Develop and update events industry knowledge
• THHGFA02B Maintain financial records

Retail Sales Assistant in an Attraction

• THTFAT01B Provide on-site information and assistance
• THTFGT01B Work as a guide
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• WRRLP2B Minimise theft
• THHGGA01B Communicate on the telephone
• THHGGA02B Perform office procedures

Animal Attendant
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• THTFAT01B Provide on-site information and assistance
• THTFAT10B Operate animal enclosure/exhibit
• THTFAT11B Provide general animal care
• THTFAT13B Provide customers with information on animals
• THTGTM01B Carry out general maintenance
• THHGHS02B Clean premises and equipment
• THHGGA01B Communicate on the telephone

Meet and Greet Guide

• THTFTG01B Work as a guide
• THTFTG03B Develop and maintain the general knowledge required by guides
• THTFTG02B Offer arrival and departure assistance
• THHGCS02B Promote products and services to customers
• THHGGA01B Communicate on the telephone
• THHGFA01B Process financial transactions

Museum Attendant

• CULMS205A Observe and report basic condition of collection
• CULMS207A Assist with the presentation of public activities and events
• CULMS203A Assist in maintaining public areas
• THTFAT01B Provide on-site information and assistance
• THTFAT07B Provide a site briefing or scripted commentary
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• THHGFA01B Process financial transactions
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate II in Tourism (Operations):

- 11 units :
- 5 Core units

Core (refer to the unit list at the end of this section)
- and 6 units where:

- between 2 and 6 units are from one or more of the following areas of the Tourism
Training Package: Sales/Office Operations, Guiding, Tour Operations, Attractions
and Theme Parks, Wine Tourism and Meetings and Events

Attractions and Theme Parks (refer to the unit list at the end of this section)
Guiding (refer to the unit list at the end of this section)
Meetings and Events (refer to the unit list at the end of this section)
Sales/Office Operations (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)
Wine Tourism (refer to the unit list at the end of this section)

- and between 0 and 4 are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification.
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification.
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS01B Develop and update local knowledge

THTTCO01B Develop and update tourism industry knowledge

ELECTIVE UNITS

Attractions and Theme Parks

Code Title

THTFAT01B Provide on-site information and assistance

THTFAT02B Monitor entry to venue

THTFAT03B Provide a site briefing or scripted commentary

THTFAT04B Operate a ride location

THTFAT05B Load and unload a ride

THTFAT06B Maintain safety in water-based rides

THTFAT07B Supervise ride operations

THTFAT08B Operate a games location

THTFAT09B Spruik at a games location

THTFAT10B Operate animal enclosure/exhibit

THTFAT11B Provide general animal care

THTFAT12B Rescue animals

THTFAT13B Provide customers with information on animals

THTFAT14B Co-ordinate & monitor animal care

THTFAT15B Train and condition animals

THTFAT16B Supervise animal enclosures/exhibits

THTFAT17B Manage animal enclosures/exhibits
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Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

Meetings and Events

Code Title

SRXEVT007A Manage spectators at an event or program

THHGCS05B Organise in-house functions

THTFME01B Coordinate guest and delegate registrations at venue

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME05A Select event venues and sites

THTFME06A Manage event contractors

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTSOP15B Process and monitor event registrations
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Sales/Office Operations

Code Title

THTSOP01B Operate an automated information system

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP13B Apply advanced airfare rules and procedures

THTSOP14B Administer billing and settlement plan

THTSOP16B Maintain a product inventory

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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Wine Tourism

Code Title

FDFCDSCPTA Conduct a product tasting (standard)

FDFCDSEWA Evaluate wines (standard)

FDFCDSEWAA Evaluate wines (advanced)

FDFCDSPTA Prepare for a product tasting

FDFCDSWT1A Promote wine tourism information

THHADFB02B Provide specialist advice on wine

THHADFB08A Manage wine for a wine outlet

THHBFB04B Provide table service of alcoholic beverages

THHBFB09B Provide responsible service of alcohol

THHBFB11B Develop and update food and beverage knowledge
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THT30102 Certificate III in Meetings and Events

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THTFME03A Develop and update event industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGFA01B Process financial transactions

THHGCS03B Deal with conflict situations

THTSOP03B Access and interpret product information

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP15B Process and monitor event registration

THTFME01B Co-ordinate guest/delegate registrations at venue

Elective Units

Two (2) units selected from the Tourism or Hospitality Training Package or any
relevant endorsed Training Package. Only one language unit may be counted as an
elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Meetings and Events

The Certificate III in Meetings and Events is designed to reflect the role of those meetings
and events staff who play a support role to those persons working a Diploma level who take
ultimate responsibility for coordinating meetings, conferences and events. Job titles may
include:

• Conference Co-ordinator
• Events Co-ordinator
• Meetings Co-ordinator

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT30102 Certificate III in Meetings and Events

Volume 1 of 5, Qualification 3 of 18 Page 56 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



• Meetings and Events
• Planning and Product Development
• General Administration
• Financial Administration
• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)

Examples of other Training Packages relevant to this qualification are as follows:

• Entertainment
• Film, TV and Multimedia
• Business Services
• Sport
• Hospitality
• Information Technology

Examples of Elective Units relevant to specific job outcomes and contexts at this level
are as follows:

Event Co-ordinator in a PCO

• THTFME09A Develop and update knowledge of protocol
• BSBCMN306A Produce business documents
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Meetings and Events:

- 18 units :
- 16 Core units

Core (refer to the unit list at the end of this section)
- and 2 units where:

- Maximum of 2 units are from THT02 Tourism Training Package
- and Maximum of 2 units are from THH02 Hospitality Training Package
- and Maximum of 2 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification.
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification.
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGFA01B Process financial transactions

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THTFME01B Coordinate guest and delegate registrations at venue

THTFME03A Develop and update event industry knowledge

THTSOP03B Access and interpret product information

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP15B Process and monitor event registrations

THTTCO01B Develop and update tourism industry knowledge
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THT30202 Certificate III in Tourism (Retail Travel Sales)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGFA01B Process financial transactions

THHGCS03B Deal with conflict situations

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non air documentation

THTSOP19A Construct domestic airfares

THTSOP18A Process air documentation

Elective Units

Two (2) units selected from the Tourism or Hospitality Training Package or any
relevant endorsed Training Package. Only one language unit may be counted as an
elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Retail Travel Sales)

The Certificate III in Tourism (Retail Travel Sales) is designed to reflect the role of retail
travel consultants working in a domestic context.

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations
• Planning and Product Development
• Sales and Marketing
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• General Administration
• Financial Administration
• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)
• Languages
• Meetings and Events
• Tour Operations

Examples of other Training Packages relevant to this qualification are as follows:

• Telecommunications
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Travel Consultant

• THHGFA02B Maintain financial records
• ICPMM61dA Access the Internet
• THTSOP21A Construct promotional international airfares
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Retail Travel Sales):

- 21 units :
- 19 Core units

Core (refer to the unit list at the end of this section)
- and 2 units where:

- Maximum of 2 units are from THT02 Tourism Training Package
- and Maximum of 2 units are from THH02 Hospitality Training Package
- and Maximum of 2 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGFA01B Process financial transactions

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTTCO01B Develop and update tourism industry knowledge
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THT30302 Certificate III in Tourism (International Retail Travel
Sales)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGFA01B Process financial transactions

THHGCS03B Deal with conflict situations

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

THTSOP18A Process air documentation

Elective Units

One (1) unit selected from the Tourism or Hospitality Training Package or any relevant
endorsed Training Package. Only one language unit may be counted as an elective
within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (International Retail
Travel Sales)

The Certificate III in Tourism (International Retail Travel Sales) is designed to reflect the
role of an international travel consultant.

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT30302 Certificate III in Tourism (International Retail Travel Sales)

Volume 1 of 5, Qualification 5 of 18 Page 64 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations
• Planning and Product Development
• Sales and Marketing
• Field/On Site Operations (Meetings)
• Guiding
• General Administration
• Financial Administration
• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)
• Languages
• Meetings and Events
• Tour Operations

Examples of other Training Packages relevant to this qualification are as follows:

• Telecommunications
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

International Corporate Consultant

• THHGCS08B Establish and conduct business relationships
• THHGCS04B Make presentations
• THTSOP13B Apply advanced airfare rules and procedures
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (International Retail Travel Sales):

- 22 units :
- 21 Core units

Core (refer to the unit list at the end of this section)
- and 1 unit from:

- THT02 Tourism Training Package
- or THH02 Hospitality Training Package
- or any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGFA01B Process financial transactions

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

THTTCO01B Develop and update tourism industry knowledge
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THT30502 Certificate III in Tourism (Tour Wholesaling)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGCS03B Deal with conflict situations

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

Elective Units

Three (3) units selected from the Tourism or Hospitality Training Package or any
relevant endorsed Training Package. Only one language unit may be counted as an
elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Tour Wholesaling)

The Certificate III in Tourism (Tour Wholesaling) is designed to reflect the role of staff who
work in domestic inbound or outbound tour wholesaling. Job titles may include:

• Wholesale Operations Consultant
• Reservations Sales Agent
• Inbound Tour Co-ordinator
• Incentive Co-ordinator
• Tour Consultant

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations
• Planning and Product Development
• Sales and Marketing
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• Field/On Site Operations (Meetings)
• Guiding
• Hygiene, Health, Safety and Security
• General Administration
• Financial Administration
• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)
• Languages
• Meetings and Events
• Tour Operations

Examples of other Training Packages relevant to this qualification are as follows:

• Telecommunications
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Reservations Sales Agent

• THTSOP08B Operate a computerised reservations system
• THHGFA01B Process financial transactions
• Units from Call Centre stream of Telecommunications Training Package

Inbound Tour Co-ordinator

• THTSOP09B Process non-air documentation
• THTPPD03B Source and package tourism products and services
• THHGGA04B Prepare business documents
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Tour Wholesaling):

- 18 units :
- 15 Core units

Core (refer to the unit list at the end of this section)
- and 3 units where:

- Maximum of 3 units are from THT02 Tourism Training Package
- and Maximum of 3 units are from THH02 Hospitality Training Package
- and Maximum of 3 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTTCO01B Develop and update tourism industry knowledge
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THT30602 Certificate III in Tourism (Visitor Information Services)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGFA01B Process financial transactions

THHGCS03B Deal with conflict situations

THHGCS01B Develop and update local knowledge

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

Elective Units

Four (4) units with at least two from the Tourism or Hospitality Training Package.
Remaining units may be selected from any relevant endorsed Training Package. Only
one language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Visitor Information
Services)

The Certificate III in Tourism (Visitor Information Services) is designed to reflect the role
of staff working in the information services sector. It may also apply to those individuals who
fulfil a dual information/sales function in tourism destinations. Job titles may include:

• Information Officer
• Booking Agent

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations
• Planning and Product Development
• Sales and Marketing
• Meetings and Events
• Tour Operations
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• Guiding
• Hygiene, Health, Safety and Security
• General Administration
• Financial Administration
• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)
• Languages
• Merchandise Sales

Examples of other Training Packages relevant to this qualification are as follows:

• Local Government
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Information Officer

• WRRS1B Sell products and services
• WRRCS2B Apply point of sale handling procedures
• THTSOP06B Receive and process reservations
• THTSOP09B Process non-air documentation
• THTPPD12B Develop host community awareness of tourism
• THTSOP01B Operate an automated information system

Booking Agent

• THTSOP09B Process non-air documentation
• THTSOP07B Book and co-ordinate supplier services
• THHGFA02B Maintain financial records
• THTSOP01B Operate an automated information system
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Visitor Information Services):

- 18 units :
- 14 Core units

Core (refer to the unit list at the end of this section)
- and 4 units where:

- between 2 and 4 units are from THT02 Tourism Training Package
- and between 2 and 4 units are from THH02 Hospitality Training Package
- and Maximum of 2 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS01B Develop and update local knowledge

THHGCS03B Deal with conflict situations

THHGFA01B Process financial transactions

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTTCO01B Develop and update tourism industry knowledge

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT30602 Certificate III in Tourism (Visitor Information Services)

Volume 1 of 5, Qualification 7 of 18 Page 75 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



THT30702 Certificate III in Tourism (Attractions and Theme Parks)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THTFAT01B Provide on site information and assistance

Elective Units

Eight (8) units selected from the Tourism or Hospitality Training Package or any
relevant endorsed Training Package. Only one language unit may be counted as an
elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Attractions and
Theme Parks)

The Certificate III in Tourism (Attractions and Theme Parks) is designed to reflect the role
of specialist or multi-skilled operations personnel in Attractions and Theme Parks. The
flexibility of this qualification reflects the diversity of occupational outcomes within Attractions
and Theme Parks. Job titles may include:

• Senior Ride Operator
• Retail Sales Co-ordinator
• Animal Handler

Examples of areas of the Tourism and Hospitality Training Packages relevant to this
qualification are as follows:

• Sales/Office Operations
• Meetings and Events
• Tour Operations
• Guiding
• Food and Beverage
• Security
• Commercial Cookery
• Commercial Catering
• Hygiene, Health, Safety and Security
• General Administration
• Financial Administration
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• Computer Technology
• Training and Assessment (THHGTR01B Coach others in job skills)
• Languages

Examples of other Training Packages relevant to this qualification are as follows:

• Entertainment
• Outdoor Recreation
• Horticulture
• Sport and Recreation
• Film, TV, Radio and Multi-Media
• Business Services

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Senior Ride Operator

• THTFAT03B Conduct pre-event briefing
• THTFAT04B Operate a ride location
• THTFAT05B Load and unload a ride
• THTFAT02B Monitor entry to venue
• THHGGA02B Perform office procedures
• THHGHS03B Provide first aid
• THHGHS02B Clean premises and equipment
• THTLANO112A Conduct basic workplace oral communication in a language other than

English (Japanese)

Animal Handler

• THTFAT10B Operate animal enclosure/exhibit
• THTFAT11B Provide general animal care
• THTFAT13B Provide customers with information on animals
• THTFAT14B Co-ordinate and monitor animal care
• THTFAT15B Train and condition animals
• THTGTM01B Carry out general maintenance
• THHGHS02B Clean premises and equipment
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Attractions and Theme Parks):

- 17 units :
- 9 Core units

Core (refer to the unit list at the end of this section)
- and 8 units where:

- Maximum of 8 units are from THT02 Tourism Training Package
- and Maximum of 8 units are from THH02 Hospitality Training Package
- and Maximum of 8 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT30702 Certificate III in Tourism (Attractions and Theme Parks)

Volume 1 of 5, Qualification 8 of 18 Page 78 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THHGGA01B Communicate on the telephone

THTFAT01B Provide on-site information and assistance

THTTCO01B Develop and update tourism industry knowledge

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT30702 Certificate III in Tourism (Attractions and Theme Parks)

Volume 1 of 5, Qualification 8 of 18 Page 79 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



THT30902 Certificate III in Tourism (Guiding)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THTFTG01B Work as a guide

THTFTG06B Prepare and present tour commentaries or activities

THTFTG05B Lead tour groups

THHGHS03B Provide first aid

THTFTG03B Develop and maintain the general knowledge required by guides

Elective Units

Four units (4) with at least two from one or more of the areas of the Tourism Training
Package specified below:

• Guiding • Tour Operations

Remaining units may be selected from any relevant endorsed Training Package.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Guiding)

The Certificate III in Tourism (Guiding) is designed to reflect the role of guides who operate
with significant independence. The flexibility of this qualification reflects the diversity of
guiding roles and responsibilities across Australia. Job titles may include:

• Tourist Guide
• Local Guide
• Driver Guide
• Coach Captain
• Nature-Based Site Guide

The tourism context for this qualification will vary and this context must guide the selection of
elective units.

Examples of other areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales/Office Operations
• Meetings and Events
• Hygiene, Health, Safety and Security
• General Administration
• Financial Administration
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• Training and Assessment (THHGTR01B Coach others in job skills)
• Computer Technology
• Languages

Examples of other Training Packages relevant to this qualification are as follows:

• Museums
• Outdoor Recreation
• Entertainment
• Local Government
• Land Management
• Sport
• Food Processing (Wine Sector)

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Local Area Guide

• THTFTG02B Offer arrival and departure assistance
• THTFTG04B Co-ordinate and operate a tour
• THTFTG14A Prepared specialised interpretive content (cultural/heritage environments)
• THTFTG07B Research and share general information on Australian indigenous culture
• THHGCS02B Promote products and services to customers
• THTLANO401A Conduct complex workplace oral communication in a language other

than English

Nature-Based Site Guide

• THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)
• THTFTG07B Research and share general information on Australian indigenous culture
• THTPPD04B Plan and implement minimal impact operations
• THTFTO02B Operate and maintain a 4WD vehicle

Coach Captain

• THTFTG04B Co-ordinate and operate a tour
• THTFTO01B Conduct pre-departure checks
• TDTC197B Drive vehicle
• TDTC801A Drive coach / bus
• THHGCS02B Promote products and services to customers

For job outcomes where the main focus is outdoor recreation (eg. bushwalking guide), please
refer to the Outdoor Recreation Training Package for suitable units and qualifications.
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Guiding):

- 13 units :
- 9 Core units

Core (refer to the unit list at the end of this section)
- and 4 units where:

- between 2 and 4 units are from the Guiding or Tour Operations areas of the Tourism
Training Package

Guiding (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)

- and Maximum of 2 are from any relevant endorsed Training Package
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGHS03B Provide first aid

THTFTG01B Work as a guide

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTTCO01B Develop and update tourism industry knowledge

ELECTIVE UNITS

Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities
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Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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THT31002 Certificate III in Tourism (Operations)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGCS01B Develop and update local knowledge

THHGGA01B Communicate on the telephone

THHGSC02B Promote products and services to customers

THHGCS03B Deal with conflict situations

Elective Units

Nine (9) units with at least four (4) from one or more of the areas of the Tourism
Training Package specified below:

• Sales/Office Operations
• Guiding
• Tour Operations

• Attractions and Theme Parks
• Wine Tourism
• Meetings and Events

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate III in Tourism (Operations)

The Certificate III in Tourism (Operations ) is designed to reflect the role of individuals who
work in a tourism context, perform a range of skilled tasks using discretion and judgement,
and who have the ability to select, adapt and transfer skills to different situations.

The tourism context for this qualification will vary and this context must guide the selection of
elective units. This qualification is very flexible and is designed to meet a broad range of
tourism industry needs. Please note that other sector-specific Certificate III qualifications in
tourism are more appropriate where a defined outcome for a particular sector is required (eg
retail travel, tour wholesaling, visitor information services)

The types of enterprise to which this qualification may apply include:

• Any small tourism business requiring multi-skilled employees
• Specialist attractions (eg wineries, agricultural or industrial sites)
• Tour operators
• Cruise operations

Examples of other areas of the Tourism and Hospitality Training Packages relevant to
this qualification are as follows:
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• Food and Beverage
• Front Office
• Languages
• Merchandise Sales
• Computer Technology
• Technical and Maintenance Services
• Training and Assessment (THHGTR01B Coach others in job skills)

Examples of other Training Packages relevant to this qualification are as follows:

• Wine
• Museums
• Outdoor Recreation
• Retail
• Sport
• Entertainment
• Horticulture
• Film, TV, Radio and Multimedia
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Guide/Salesperson in an Indigenous Art Gallery and Retail Outlet

• THTFAT01B Provide on-site information and assistance
• THTFGT01B Work as a guide
• THTFTG03B Develop and maintain the general knowledge required by guides
• THTFTG07B Research and share general information on Australian indigenous culture
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• WRRLP2B Minimise theft
• THHGGA06B Receive and store stock
• THHGGA02B Perform office procedures

Cellar Door Sales Person in a Winery

• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• THTFAT01B Provide on-site information and assistance
• THHBFB04B Provide table service of alcoholic beverages
• FDFCDSPT A Prepare for a product tasting
• FDFCDSCPT A Conduct a product tasting
• FDFCDSWTI A Promote wine tourism information
• THTFAT01B Provide on-site information and assistance
• THHBFB09B Provide responsible service of alcohol
• THTFGT01B Work as a guide
• THTFTG06B Prepare and present tour commentaries or activities

Guide/Attendant in a Museum

• THTFAT01B Provide on-site information and assistance
• THTFGT01B Work as a guide
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• THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

• THTFTG06B Prepare and present tour commentaries or activities
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• CULMS205A Observe and report basic condition of collection
• CULMS207A Assist with the presentation of public activities and events
• CULMS203A Assist in maintaining public areas
• CULMS305A Provide assistance with installing and dismantling exhibitions
• CULMS306A Assist with movement and storage of objects

Attendant in a Botanic Garden

• THTFAT01B Provide on-site information and assistance
• THTFGT01B Work as a guide
• THTFTG14A Prepare specialised interpretive content (cultural and heritage

environments)
• THTFTG06B Prepare and present tour commentaries or activities
• RUHHRT104A Provide turf care
• RUHHRT306A Establish planted areas
• RUHHRT301A Prepare plant displays
• RUHHRT324A Propagate plants
• RUHHRT316A Control weeds
• RUHHRT317A Control pests and diseases
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate III in Tourism (Operations):

- 17 units :
- 8 Core units

Core (refer to the unit list at the end of this section)
- and 9 units where:

- between 4 and 9 units are from one or more of the following areas of the Tourism
Training Package: Sales/Office Operations, Guiding, Tour Operations, Attractions
and Theme Parks, Wine Tourism or Meetings and Events

Attractions and Theme Parks (refer to the unit list at the end of this section)
Guiding (refer to the unit list at the end of this section)
Meetings and Events (refer to the unit list at the end of this section)
Sales/Office Operations (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)
Wine Tourism (refer to the unit list at the end of this section)

- and Maximum of 5 untis are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS01B Develop and update local knowledge

THHGCS03B Deal with conflict situations

THHGGA01B Communicate on the telephone

THHGSC02B Promote products and services to customers

THTTCO01B Develop and update tourism industry knowledge

ELECTIVE UNITS

Attractions and Theme Parks

Code Title

THTFAT01B Provide on-site information and assistance

THTFAT02B Monitor entry to venue

THTFAT03B Provide a site briefing or scripted commentary

THTFAT04B Operate a ride location

THTFAT05B Load and unload a ride

THTFAT06B Maintain safety in water-based rides

THTFAT07B Supervise ride operations

THTFAT08B Operate a games location

THTFAT09B Spruik at a games location

THTFAT10B Operate animal enclosure/exhibit

THTFAT11B Provide general animal care

THTFAT12B Rescue animals

THTFAT13B Provide customers with information on animals

THTFAT14B Co-ordinate & monitor animal care

THTFAT15B Train and condition animals

THTFAT16B Supervise animal enclosures/exhibits

THTFAT17B Manage animal enclosures/exhibits
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Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

Meetings and Events

Code Title

SRXEVT007A Manage spectators at an event or program

THHGCS05B Organise in-house functions

THTFME01B Coordinate guest and delegate registrations at venue

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME05A Select event venues and sites

THTFME06A Manage event contractors

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTSOP15B Process and monitor event registrations
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Sales/Office Operations

Code Title

THTSOP01B Operate an automated information system

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP13B Apply advanced airfare rules and procedures

THTSOP14B Administer billing and settlement plan

THTSOP16B Maintain a product inventory

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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Wine Tourism

Code Title

FDFCDSCPTA Conduct a product tasting (standard)

FDFCDSEWA Evaluate wines (standard)

FDFCDSEWAA Evaluate wines (advanced)

FDFCDSPTA Prepare for a product tasting

FDFCDSWT1A Promote wine tourism information

THHADFB02B Provide specialist advice on wine

THHADFB08A Manage wine for a wine outlet

THHBFB04B Provide table service of alcoholic beverages

THHBFB09B Provide responsible service of alcohol

THHBFB11B Develop and update food and beverage knowledge
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THT40102 Certificate IV in Tourism (Sales & Marketing)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGCS03B Deal with conflict situations

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THTSOP04B Sell tourism products and services

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Co-ordinate marketing activities

THHGCS08B Establish and conduct business relationships

THTSMA02B Create a promotional display/stand

THHGGA04B Prepare business documents

THHGGA05B Plan and manage meetings

THHGFA06A Interpret financial information

THHGLE13B Manage finances within a budget

Elective Units

Two (2) units from the Tourism Training Package or any relevant endorsed Training
Package. Only one language unit may be counted as an elective within this
qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate IV in Tourism (Sales and Marketing)

The Certificate IV in Tourism (Sales and Marketing) is designed to reflect the role of those
people who work in a variety of sales and marketing roles across all sectors of the tourism
industry. Job titles may include:

• Sales Executive
• Marketing Co-ordinator
• Promotions Officer
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Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Sales and Marketing
• Planning and Product Development
• General Administration
• Financial Administration
• Leadership and Management
• Computer Technology
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Film, TV, Radio and Multimedia
• Information Technology
• Business Services

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Marketing Co-ordinator

• THTPPD02B Research tourism data
• THTPPD08B Plan and develop meeting/event proposals and bids
• THTPPD03B Source and package tourism products and services
• THTPPD12B Develop host community awareness of tourism

Sales Executive

• THHGLE20B Develop and update the legal knowledge required for business compliance
• BSBADM306A Create electronic presentations
• THTPPD02B Research tourism data
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate IV in Tourism (Sales & Marketing):

- 21 units :
- 19 Core units

Core (refer to the unit list at the end of this section)
- and 2 units where:

- Maximum of 2 units are from THT02 Tourism Training Package
- and Maximum of 2 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCS08B Establish and conduct business relationships

THHGFA06A Interpret financial information

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGGA04B Prepare Business Documents

THHGGA05B Plan and manage meetings

THHGLE13B Manage finances within a budget

THTSMA02B Create a promotional display/stand

THTSOP04B Sell tourism products and services

THTTCO01B Develop and update tourism industry knowledge
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THT40202 Certificate IV in Tourism (Operations)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGCS03B Deal with conflict situations

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGTR01B Coach others in job skills

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

Elective Units

Sixteen (16) units with at least five (5) from one or more of the areas of the Tourism or
Hospitality Training Packages specified below:

• Sales/Office Operations
• Guiding
• Planning and Product Development
• Sales and Marketing

• Tour Operations
• Meetings and Events
• Attractions and Theme Parks
• Wine Tourism

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate IV in Tourism (Operations)

The Certificate IV in Tourism (Operations) is designed to reflect the role of individuals who
work in a tourism context, who apply a broad range of skills including evaluation and planning,
and who may provide leadership and guidance to others, with some responsibility for the
group outcomes.

The tourism context for this qualification will vary and this context must guide the selection of
elective units.

Examples of other areas of the Tourism and Hospitality Training Packages relevant to
this qualification are as follows:
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• General Administration
• Financial Administration
• Computer Technology
• Front Office
• Food and Beverage
• Merchandise Sales
• Technical and Maintenance Services
• Leadership and Management
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Food Processing (Wine Sector)
• Museums
• Outdoor Recreation
• Sport
• Entertainment
• Horticulture
• Film, TV, Radio and Multimedia
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Multi-skilled 2IC within a small Local Tour Operator

• THHGCS01B Develop and update local knowledge
• THHGSC02B Promote products and services to customers
• THTSOP03B Access and interpret product information
• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THTFTO01B Conduct pre-departure checks
• TDTC197B Drive vehicle
• TDTC897B Drive coach / bus
• TDTB397B Carry out vehicle servicing and maintenance
• THTFTG01B Work as a guide
• THTFTG03B Develop and maintain the general knowledge required by guides
• THTFTG04B Co-ordinate and operate a tour
• THTPPD03B Source and package tourism products and services
• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THHGCS08B Establish and conduct business relationships
• THHGGA04B Prepare business documents

Attractions and Theme Parks Supervisor (Animal Handling )

• THHGCS01B Develop and update local knowledge
• THHGCS02B Promote products and services to customers
• THTFAT01B Provide on site information and assistance
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• THTFAT10B Operate animal enclosure/exhibit
• THTFAT11B Provide general animal care
• THTFAT13B Provide customers with information on animals
• THTFAT14B Co-ordinate and monitor animal care
• THTFAT15B Train and condition animals
• THTGTM01B Carry out general maintenance
• THHGHS02B Clean premises and equipment
• THTFAT16B Supervise animal enclosures/exhibits
• THTPPD05B Plan and develop interpretive activities
• THHGLE13B Manage finances within a budget
• THHGLE05B Roster staff
• THHGGA08B Plan and establish systems and procedures
• THTLAN101A Conduct basic oral communications in a language other than English

(Japanese)

Multi-Skilled Senior Person in a Winery

• THHGCS01B Develop and update local knowledge
• THHGCS02B Promote products and services to customers
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• THHBFB04B Provide table service of alcoholic beverages
• FDFCDSPTA Prepare for a product tasting
• FDFCDSCPTA Conduct a product tasting
• FDFCDSWTIA Promote wine tourism information
• THTFAT01B Provide on-site information and assistance
• THTFTG06B Prepare and present tour commentaries or activities
• THTFME03A Develop and update event industry knowledge
• THHGSC05B Organise in-house functions
• THHGCS08B Establish and conduct business relationships
• THHGCS07B Co-ordinate marketing activities
• THHGLE13B Manage finances within a budget

Retail Travel Agency Team Leader

• THHGFA01B Process financial transactions
• THTSOP02B Source and provide destination information and advice
• THTSOP03B Access and interpret product information
• THTSOP04B Sell tourism products and services
• THTSOP05B Prepare quotations
• THTSOP07B Book and co-ordinate supplier services
• THTSOP08B Operate a computerised reservations system
• THTSOP09B Process non air documentation
• THTSOP19A Construct domestic airfares
• THTSOP20A Construct normal international airfares
• THTSOP21A Construct promotional international airfares
• THTSOP18A Process air documentation
• THTSOP14B Administer billing and settlement plan
• THTSOP13B Apply advanced airfare rules and procedures
• THHGLE05B Roster staff
• THHGLE13B Manage finances within a budget
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate IV in Tourism (Operations):

- 29 units :
- 13 Core units

Core (refer to the unit list at the end of this section)
- and 16 units where:

- between 5 and 16 units are from one or more of the areas of the Tourism or
Hospitality Training Package: Sales/Office Operations,Guiding,Planning and Product
Development, Sales and Marketing, Tour Operations, Meetings and Events,
Attractions and Theme Parks and Wine Tourism

Attractions and Theme Parks (refer to the unit list at the end of this section)
Customer Service, Sales & Marketing (refer to the unit list at the end of this section)
Guiding (refer to the unit list at the end of this section)
Leadership & Management: Customer Service, Sales and Marketing (refer to the unit list
at the end of this section)
Meetings and Events (refer to the unit list at the end of this section)
Planning and Product Development (refer to the unit list at the end of this section)
Sales/Office Operations (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)
Wine Tourism (refer to the unit list at the end of this section)

- and Maximum of 11 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

THHGTR01B Coach others in job skills

THTTCO01B Develop and update tourism industry knowledge

ELECTIVE UNITS

Attractions and Theme Parks

Code Title

THTFAT01B Provide on-site information and assistance

THTFAT02B Monitor entry to venue

THTFAT03B Provide a site briefing or scripted commentary

THTFAT04B Operate a ride location

THTFAT05B Load and unload a ride

THTFAT06B Maintain safety in water-based rides

THTFAT07B Supervise ride operations

THTFAT08B Operate a games location

THTFAT09B Spruik at a games location

THTFAT10B Operate animal enclosure/exhibit

THTFAT11B Provide general animal care

THTFAT12B Rescue animals

THTFAT13B Provide customers with information on animals

THTFAT14B Co-ordinate & monitor animal care

THTFAT15B Train and condition animals

THTFAT16B Supervise animal enclosures/exhibits

THTFAT17B Manage animal enclosures/exhibits
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Customer Service, Sales & Marketing

Code Title

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCS08B Establish and conduct business relationships

THTSMA01B Coordinate the production of brochures and marketing materials

THTSMA02B Create a promotional display/stand

Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

Leadership & Management: Customer Service, Sales and Marketing

Code Title

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies
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Meetings and Events

Code Title

SRXEVT007A Manage spectators at an event or program

THHGCS05B Organise in-house functions

THTFME01B Coordinate guest and delegate registrations at venue

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME05A Select event venues and sites

THTFME06A Manage event contractors

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTSOP15B Process and monitor event registrations

Planning and Product Development

Code Title

THTPPD01B Create and implement strategic product development initiatives

THTPPD02B Research tourism data

THTPPD03B Source and package tourism products and services

THTPPD06B Plan and develop ecologically sustainable tourism operations

THTPPD07B Plan and develop culturally appropriate tourism operations

THTPPD12B Develop host community awareness of tourism

THTPPD13B Assess tourism opportunities for local communities

THTPPD14B Develop and implement local/regional tourism plan
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Sales/Office Operations

Code Title

THTSOP01B Operate an automated information system

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP13B Apply advanced airfare rules and procedures

THTSOP14B Administer billing and settlement plan

THTSOP16B Maintain a product inventory

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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Wine Tourism

Code Title

FDFCDSCPTA Conduct a product tasting (standard)

FDFCDSEWA Evaluate wines (standard)

FDFCDSEWAA Evaluate wines (advanced)

FDFCDSPTA Prepare for a product tasting

FDFCDSWT1A Promote wine tourism information

THHADFB02B Provide specialist advice on wine

THHADFB08A Manage wine for a wine outlet

THHBFB04B Provide table service of alcoholic beverages

THHBFB09B Provide responsible service of alcohol

THHBFB11B Develop and update food and beverage knowledge
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THT40302 Certificate IV in Tourism (Guiding)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THTFTG01B Work as a guide

THTFTG04B Co-ordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THHGHS03B Provide first aid

THTFTG03B Develop and maintain the general knowledge required by guides

Elective Units

Seven (7) units, with at least three (3) from one or more of the areas of the Tourism
Training Package specified below:

• Guiding • Tour Operations

Remaining units may be selected from any relevant endorsed Training Package.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate IV in Tourism (Guiding)

The Certificate IV in Tourism (Guiding) is designed to reflect the role of guides who operate
with significant autonomy and responsibility. They may or may not operate extended tours.
The flexibility of this qualification reflects the diversity of guiding roles and responsibilities
across Australia. Job titles may include:

• Tourist Guide
• Senior Tourist Guide
• Tour Manager
• Nature-based Guide.

The tourism context for this qualification will vary and this context must guide the selection of
elective units.

Examples of other areas of the Tourism Training Package relevant to this qualification
are as follows:

• Sales/Office Operations
• Hygiene, Health, Safety and Security
• General Administration
•
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Financial Administration
• Computer Technology
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Museums
• Outdoor Recreation
• Entertainment
• Local Government
• Land Management
• Sport
• Food Processing (Wine Sector)

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Tour Manager

• THTFTG02B Offer arrival and departure assistance
• THTFTG11B Manage extended touring programs
• THTFTG14A Prepared specialised interpretive content (cultural/heritage environments)
• THTFTG07B Research and share general information on Australian indigenous culture
• THHGGA01B Communicate on the telephone
• THTSOP02B Access and interpret product information
• THTSOP04B Sell tourism products and services
• THHGFA01B Process financial transactions
• THTLANO407A Conduct complex workplace oral communication in a language other

than English (German)

Nature-Based Guide Operating Extended Tours

• THTFTG11B Manage extended touring programs
• THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)
• THTPPD04B Plan and implement minimal impact operations
• THTFTO01B Conduct pre-departure checks
• THTFTO02B Operate and maintain a 4WD vehicle
• THTFTO03B Set up and operate a campsite
• THTFTO04B Provide campsite catering
• THHGHS11A Manage casualty in a remote area
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate IV in Tourism (Guiding):

- 17 units :
- 10 Core units

Core (refer to the unit list at the end of this section)
- and 7 units where:

- between 3 and 7 units are from the Guiding or Tour Operations areas of the Tourism
Training Package

Guiding (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)

- and Maximum of 4 are from any relevant endorsed Training Package
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGHS03B Provide first aid

THTFTG01B Work as a guide

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTTCO01B Develop and update tourism industry knowledge

ELECTIVE UNITS

Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

THT02 Tourism Training Package (Version 2) Date this PDF was generated: 02 July 2007

THT40302 Certificate IV in Tourism (Guiding)

Volume 1 of 5, Qualification 13 of 18 Page 109 of 169
© Commonwealth of Australia, 2002 To be reviewed by: 31 January 2005



Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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THT40402 Certificate IV in Tourism (Natural and Cultural
Heritage)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THTFTG01B Work as a guide

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG03B Develop and maintain the general knowledge required by guides

THTPPD04B Plan and implement minimal impact operations

THHPPD05B Plan and develop interpretive activities

THTFTG05B Lead tour groups

THHGHS03B Provide first aid

THHGLE22A Manage risk

Plus one (1) of the following:

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage environments)

Elective Units

Four (4) units selected from the Tourism Training Package or any relevant endorsed
Training Package.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Certificate IV in Tourism (Natural and Cultural
Heritage)

The Certificate IV in Tourism (Natural and Cultural Heritage) is designed to reflect the role of
individuals working in specialised guiding or interpretive roles who operate with significant
autonomy and responsibility. They may or may not operate extended tours. Job titles may
include:

• Senior Interpretive Guide
• Senior nature-based Guide
• Senior cultural guide
• Senior Ranger
• Tour Development Co-ordinator
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• Activities Co-ordinator
• Tour Leader (in outdoor recreation context)

The tourism context for this qualification will vary and this context must guide the selection of
elective units.

The types of enterprise to which this qualification may apply include:

• Nature-based tour operators
• Adventure tour operators
• National Parks and other natural attraction sites
• Cruise Operators
• Resorts (eg. operating on Great Barrier Reef)

Examples of areas of the Tourism Training Package relevant to this qualification are as
follows:

• Guiding
• Tour Operations
• Planning and Product Development
• Attractions and Theme Parks
• Sales/Office Operations
• Computer Technology
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows :

• Museums
• Outdoor Recreation
• Entertainment
• Local Government
• Land Management

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Nature-Based Guide Operating Extended Tours

• THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)
• THTFTG13A Prepare specialised interpretive content (marine environments)
• THTFTG04B Co-ordinate and operate a tour
• THTFTG11B Manage extended touring programs
• THTFTO01B Conduct pre-departure checks
• TDTC197B Drive vehicle
• TDTB397B Carry out vehicle servicing and maintenance
• THTFTO02B Operate and maintain a 4WD vehicle
• THTFTO03B Set up and operate a campsite
• THTFTO04B Provide campsite catering
• THTFTO05B Operate tours in a remote area
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Resort Activities Co-ordinator

• THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)
• THTFTG13A Prepare specialised interpretive content (marine environments)
• THHGLE01B Monitor work operations
• THHGLE22A Manage risk
• THHBFO02B Provide accommodation reception services
• THHGFA01B Process financial transactions
• THTSOP07B Book and co-ordinate supplier services

For job outcomes where the main focus is outdoor recreation (eg. dive guide), please refer to
the Outdoor Recreation Training Package for suitable units and qualifications.
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Certificate IV in Tourism (Natural and Cultural Heritage):

- 18 units :
- 13 Core units

Core (refer to the unit list at the end of this section)
- and 1 unit from Options

Options (refer to the unit list at the end of this section)
- and 4 units where:

- Maximum of 4 units are from THT02 Tourism Training Package
- and Maximum of 4 units are from any relevant endorsed Training Package
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGHS03B Provide first aid

THHGLE22A Manage risk

THHPPD05B Plan and develop interpretive activities

THTFTG01B Work as a guide

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTPPD04B Plan and implement minimal impact operations

THTTCO01B Develop and update tourism industry knowledge

Options

Code Title

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)
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THT50102 Diploma of Tourism (Marketing and Product
Development)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGCS03B Deal with conflict situations

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGTR01B Coach others in job skills

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGFA06A Interpret financial information

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business compliance

THHGCSO8B Establish and conduct business relationships

THHGLE11B Manage quality customer service

THHGGA09B Manage projects

THTSOP04B Sell tourism products and services

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Co-ordinate marketing activities

THTSMA02B Create a promotional display/stand

THHGGA04B Prepare business documents

THHPPD02B Research tourism data

THHGLE12B Develop and manage marketing strategies

Elective Units
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Seven units with at least four (4) from one or more of the areas of the Tourism
Training Package specified below:

• Leadership and Management
• Planning and Product Development

• Sales and Marketing

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Diploma of Tourism (Marketing and Product
Development)

The Diploma of Tourism (Marketing and Product Development) is designed to reflect the role
of the many tourism industry personnel involved in the planning and marketing of tourism
products and services. Job titles may include:

• Product Manager
• Marketing Manager
• Tourism Manager

Examples of other areas of the Tourism and Hospitality Training Packages relevant to
this qualification are as follows:

• Sales/Office Operations
• Attractions and Theme Parks
• General Administration
• Financial Administration
• Training and Assessment*

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Food Processing (Wine Sector)
• Museums
• Outdoor Recreation
• Sport
• Entertainment
• Horticulture
• Film, TV, Radio and Multimedia
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Product Manager (Tour Wholesaler)

• THTSMA01B Co-ordinate the production of brochures and marketing materials
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• THTPPD01B Create and implement strategic product development initiatives
• THTPPD02B Research tourism data
• THTPPD03B Source and package tourism products and services
• THTPPD06B Plan and develop ecologically sustainable tourism operations
• THTPPD07B Plan and develop culturally appropriate tourism operations
• THHGGA05B Plan and manage meetings
• THHGGA08B Plan and establish systems and procedures
• THHGGA09B Manage projects

Tourism Manager

• THTPPD02B Research tourism data
• THTPPD03B Source and package tourism products and services
• THTPPD08B Plan and develop event proposals and bids
• THTPPD10B Develop and implement sponsorship plans
• THTPPD12B Develop host community awareness of tourism
• THTPPD13B Assess tourism opportunities for local communities
• THTPPD14B Develop and implement local/regional tourism plan
• THHGGA08B Plan and establish systems and procedures
• THHGGA09B Manage projects
• THHGLE06B Monitor staff performance
• THHGLE07B Recruit and select staff
• THHGLE09B Manage workplace diversity
• THHGLE18B Monitor and maintain computer systems
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Diploma of Tourism (Marketing and Product Development):

- 37 units :
- 30 Core units

Core (refer to the unit list at the end of this section)
- and 7 units where:

- between 4 and 7 units are from the following areas of the Tourism Training Package:
Leadership and Management, Planning and Product Development or Sales and
Marketing

Customer Service, Sales & Marketing (refer to the unit list at the end of this section)
Leadership & Management: Business Operations and Administration (refer to the unit
list at the end of this section)
Leadership & Management: Customer Service, Sales and Marketing (refer to the unit list
at the end of this section)
Leadership & Management: Financial Management (refer to the unit list at the end of
this section)
Leadership & Management: People Management (refer to the unit list at the end of this
section)
Planning and Product Development (refer to the unit list at the end of this section)

- and Maximum of 3 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCSO8B Establish business relationships

THHGFA06A Interpret financial information

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGGA04B Prepare Business Documents

THHGGA09B Manage projects

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE08B Lead and manage people

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business
compliance

THHGTR01B Coach others in job skills

THHPPD02B Research tourism data

THTSMA02B Create a promotional display/stand

THTSOP04B Sell tourism products and services

THTTCO01B Develop and update tourism industry knowledge
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ELECTIVE UNITS

Customer Service, Sales & Marketing

Code Title

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCS08B Establish and conduct business relationships

THTSMA01B Coordinate the production of brochures and marketing materials

THTSMA02B Create a promotional display/stand

Leadership & Management: Business Operations and Administration

Code Title

THHGGA08B Plan and establish systems and procedures

THHGGA09B Manage projects

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE16B Manage physical assets

THHGLE17B Manage and purchase stock

THHGLE18B Monitor and maintain computer systems

THHGLE19B Develop and implement a business plan

THHGLE20B Develop and update the legal knowledge required for business
compliance

THHGLE22A Manage risk

Leadership & Management: Customer Service, Sales and Marketing

Code Title

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies

Leadership & Management: Financial Management

Code Title

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE15B Manage financial operations
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Leadership & Management: People Management

Code Title

THHGLE05B Roster staff

THHGLE06B Monitor staff performance

THHGLE07B Recruit and select staff

THHGLE08B Lead and manage people

THHGLE09B Manage workplace diversity

THHGLE10B Manage workplace relations

THHGLE21B Provide mentoring support to business colleagues

Planning and Product Development

Code Title

THTPPD01B Create and implement strategic product development initiatives

THTPPD02B Research tourism data

THTPPD03B Source and package tourism products and services

THTPPD06B Plan and develop ecologically sustainable tourism operations

THTPPD07B Plan and develop culturally appropriate tourism operations

THTPPD12B Develop host community awareness of tourism

THTPPD13B Assess tourism opportunities for local communities

THTPPD14B Develop and implement local/regional tourism plan
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THT50203 Diploma of Event Management

Core Units

Select one of the following groups of core units:

From Tourism and Hospitality:

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

CUFSAF01B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGTR01B Coach others in job skills

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE11B Manage quality customer service

THHGFA06A Interpret financial information

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and maintain legal knowledge required for business compliance

THHGCS08B Establish and conduct business relationships

THHGGA09B Manage projects

OR

From Sport and Recreation:

BSBADM502A Manage meetings

BSBMGT501A Market services and concepts to internal customers

BSBMGT502A Manage people performance

SRXGCSS07A Determine needs of client populations

SRXINU004A Promote compliance with laws and legal principles

SRXINU005A Manage culture and education to expand participation in a leisure and
recreation service

SRXINU006A Foster the values and ethos of the phenomenon of play
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SRXINU007A Manage evolving patterns of work to expand participation in a leisure and
recreation service

SRXOHS003B Establish, maintain and evaluate the organisation's occupational health and
safety systems

BSBMGT507A Manage environmental performance

SRXOGN002A Manage projects

SRXRIK002A Manage an organisation's risk

OR

From Entertainment :

CUEIND01B Source and apply entertainment industry knowledge

CUEEVT03A Integrate knowledge of creative and technical production into management
processes

CUEOHS02B Establish and maintain a safe and secure workplace

BSBFLM503A Establish effective workplace relationships

CUEFIN01B Develop a budget

CUEFIN02B Manage a budget

CUSADM03A Manage a project

THHGLE22A Manage risk

CUSADM09A Address legal and administrative requirements

Stream Units

Plus:

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME06A Manage event contractors

Plus eight (8) units from the following:

THHGLE22A Manage risk

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTFME05A Select event venues and sites

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

SRXEVT001B Coordinate guest/delegate registrations at venue
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SRXEVT002B Organise meeting/event and provide on-site meeting/event management
services

SRXEVT003B Coordinate events

SRXEVT004B Plan and manage conferences on behalf of management to achieve identified
goals

SRXEVT005B Manage special events

SRXEVT006B Plan, implement and evaluate an event or program

SRXEVT007B Manage spectators at an event or program

SRXEVT008A Process and monitor event registrations

SRXHRM001B Manage volunteers

SRXEVT009A Develop a transport strategy for an event

SRXEVT010A Manage an event across a number of facilities

SRXEVT011A Environmental issues and events

SRXEVT012A Liaise with state/local government agencies

CUETEM01B Coordinate production operations

CUETEM06A Organise and monitor bump in/bump out

CUETEM03B Establish and manage production requirements and resources

BSBFLM507A Manage quality customer service

CUEFIN03B Obtain sponsorship

CUSFIN01A Finance a project

CUSADM08A Address copyright requirements

BSBHR402A Recruit and select personnel

BSBADM502A Manage meetings

THHGCS05B Organise in-house functions

CUFPOP02B Determine resource requirements for total production

CUFPOP05B Book and coordinate production resources

CUFPOP03A Compile a production schedule

CUEPMT11A Manage the production process

CUEEVT03A Integrate knowledge of creative and technical production into management
processes

Elective Units

Seven (7) units selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification.

Guidance on Selecting Electives for the Diploma of Event Management
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This qualification is designed for application across multiple industries, in particular, Tourism,
Hospitality, Sport and Recreation, and Entertainment, though it may be appropriate in other
contexts. There are three pathways into this qualification.

The qualification reflects the role an Event or Meetings Manager who is responsible for the
overall organisation and management of events. Events will vary in nature and scope and
may have either a business or leisure focus. This person may operate within a venue such as
a convention centre, hotel, theatre or sporting venue, or be an external, independent event
organiser or Meetings Manager.

Examples of areas in the Tourism and Hospitality Training Packages of relevance to
this qualification are as follows:

• Planning and Product Development
• Leadership and Management
• Sales and Marketing
• Financial Administration
• Computer Technology
• Training and Assessment*
• Meetings and Events
• Innovation
• E-business

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Tourism
• Hospitality
• Entertainment
• Film, TV, Radio and Multimedia
• Community Recreation
• Fitness
• Outdoor Recreation
• Sport

A full list of all units in the Tourism and Hospitality, Entertainment and Sport and Recreation
Training Packages can be found in each package.

Examples of Elective Units relevant to specific job outcomes and contexts at this level
are as follows:

Independent Meetings Manager

• THHGLE22A Manage risk
• THTPPD08B Plan and develop event proposals and bids
• THTPPD09B Develop conference programs
• THTPPD10B Develop and implement sponsorship plans
• THTFME04A Develop an event concept
• THTFME05A Select event venues and sites
• THTFME07A Organise and monitor infrastructure for outdoor events
• THTFME08A Integrate technology into the event management process
• THHGCS04B Make presentations
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• THHGCS06B Plan and implement sales activities
• THHGCS07B Co-ordinate marketing activities
• THHGGA04B Prepare business documents
• THHGLE12B Develop and manage marketing strategies
• THHGGA05B Plan and manage meetings
• BSBADM306A Create electronic presentations
• THTSMA01B Co-ordinate the production of brochures and marketing materials

Sport and Recreation Event Manager

• THTFME04A Develop an event concept
• THTPPD08B Plan and develop event proposals and bids
• SRXEVT006A Plan, implement and evaluate an event or program
• THTFME05A Select event venues and sites
• THTFME07A Organise and monitor infrastructure for outdoor events
• SRXEVT005A Manage special events
• SRXEVT007B Manage spectators at an event or program
• SRXHRM001B Manage volunteers
• BSBMGT504A Manage budgets and financial plans
• FNBACC03A Prepare budgets and forecasts
• FNBACC04A Produce financial reports
• SRXEVT009A Develop a transport strategy for an event
• SRXEVT010A Manage an event across a number of facilities
• SRXEVT011A Environmental issues and events
• SRXEVT012A Liaise with state/local government agencies
• BSBADM501A Plan or review administrative systems

Event Manager (with an Entertainment focus, technical background)

• CUETEM06A Organise and monitor bump in/bump out
• CUETEM03B Establish and manage production requirements and resources
• SRXHRM001B Manage volunteers
• THTFME07A Organise and monitor infrastructure for outdoor events
• BSBFLM507A Manage quality customer service
• CUEFIN03B Obtain sponsorship
• CUSADM08A Address copyright requirements
• BSBADM502A Manage meetings
• THTPPD08B Plan and develop event proposals and bids
• THHGLE12A Develop and manage marketing strategies
• THTSMA01A Coordinate the production of brochures and marketing materials
• CUSGEN04B Participate in negotiations
• CUSGEN05A Make presentations
• CUSFIN01A Finance a project
• THTFME04A Develop an event concept
• CUFPOP05B Book and coordinate production resources
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Diploma of Event Management:

- 1 stream of Core units
Core: Entertainment (refer to the unit list at the end of this section)
Core: Sport and Recreation (refer to the unit list at the end of this section)
Core: Tourism and Hospitality (refer to the unit list at the end of this section)

- and 4 units from Steam: Group 1
Stream: Group 1 (refer to the unit list at the end of this section)

- and 8 units from Stream: Group 2
Stream: Group 2 (refer to the unit list at the end of this section)

- and 7 units from any relevant endorsed Training Package

- Note: Only one language unit may be counted as an elective within this qualification

- Note: In all cases selection of electives must be guided by the job outcome sought, local industry
requirements and the level of the qualification
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CORE UNITS

Core: Entertainment

Code Title

BSBFLM503A Establish effective workplace relationships

CUEEVT03A Integrate knowledge of creative and technical production into
management processes

CUEFIN01B Develop a budget

CUEFIN02B Manage a budget

CUEIND01B Source and apply entertainment industry knowledge

CUEOHS02B Establish and maintain a safe and secure workplace

CUSADM03A Manage a project

CUSADM09A Address legal and administrative requirements

THHGLE22A Manage risk

Core: Sport and Recreation

Code Title

BSBADM502A Manage meetings

BSBMGT501A Market services and concepts to internal customers

BSBMGT502A Manage people performance

BSBMGT507A Manage environmental performance

SRXGCSS07A Determine needs of client populations

SRXINU004A Promote compliance with laws and legal principles

SRXINU005A Manage culture and education to expand participation in a leisure and
recreation service

SRXINU006A Foster the values and ethos of the phenomenon of play

SRXINU007A Manage evolving patterns of work to expand participation in a leisure and
recreation service

SRXOGN002A Manage projects

SRXOHS003B Establish, maintain and evaluate the organisation's occupational health
and safety system

SRXRIK002A Manage an organisation's risk
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Core: Tourism and Hospitality

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

CUFSAF01B Follow health, safety and security procedures

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHGCS03B Deal with conflict situations

THHGCS08B Establish and conduct business relationships

THHGFA06A Interpret financial information

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGGA09B Manage projects

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE08B Lead and manage people

THHGLE11B Manage quality customer service

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business
compliance

THHGTR01B Coach others in job skills

ELECTIVE UNITS

Stream: Group 1

Code Title

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME06A Manage event contractors
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Stream: Group 2

Code Title

BSBADM502A Manage meetings

BSBFLM507A Manage quality customer service

BSBHR402A Recruit and select personnel

CUEEVT03A Integrate knowledge of creative and technical production into
management processes

CUEFIN03B Obtain sponsorship

CUEPMT11A Manage the production process

CUETEM01B Coordinate production operations

CUETEM03B Establish and manage production requirements and resources

CUETEM06A Organise and monitor bump in/bump out

CUFPOP02B Determine resource requirements for total production

CUFPOP05B Book and coordinate production resources

CUSADM08A Address copyright requirements

CUSFIN01A Finance a project

SRXEVT001B Coordinate guest/delegate registrations at venue

SRXEVT002B Organise meeting/event and provide on-site meeting/event management
services

SRXEVT003B Coordinate events

SRXEVT004B Plan and manage conferences on behalf of management to achieve
identified goals

SRXEVT005B Manage special events

SRXEVT006B Plan, implement and evaluate an event or program

SRXEVT007B Manage spectators at an event or program

SRXEVT008A Process and monitor event registrations

SRXEVT009A Develop a transport strategy for an event

SRXEVT010A Manage an event across a number of facilities

SRXEVT011A Environmental issues and events

SRXEVT012A Liaise with state/local government agencies

SRXHRM001B Manage volunteers

THHGCS05B Organise in-house functions

THHGLE22A Manage risk

THTFME05A Select event venues and sites

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans
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THT50302 Diploma of Tourism (Operations Management)

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGCS03B Deal with conflict situations

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGTR01B Coach others in job skills

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGFA06A Interpret financial information

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business compliance

THHGCSO8B Establish and conduct business relationships

THHGLE11B Manage quality customer service

THHGGA09B Manage projects

Elective Units

Eighteen (18) units with at least eight (8) from one or more of the areas of the Tourism
Training Package specified below:

• Sales/Office Operations
• Guiding
• Planning and Product Development
• Sales and Marketing

• Tour Operations
• Meetings and Events
• Attractions and Theme Parks
• Wine Tourism

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification.

In all cases selection of electives must be guided by the job outcome sought, local industry
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requirements and the level of the qualification.

Guidance on Selecting Electives for the Diploma of Tourism (Operations Management)

The Diploma of Tourism (Operations Management) is designed to reflect the role of the
Manager in all industry sectors. Job titles may include:

• Retail Agency Manager/Branch Manager
• Operations Manager
• Visitor Information Centre Manager.

Examples of other areas of the Tourism and Hospitality Training Packages relevant to
this qualification are as follows:

• Front Office
• Food and Beverage
• Computer Technology
• Sales/Office Operations
• General Administration
• Financial Administration
• Leadership and Management
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

Retail Agency Manager

• THTSOP02B Source and provide destination information and advice
• THTSOP03B Access and interpret product information
• THTSOP04B Sell tourism products and services
• THTSOP05B Prepare quotations
• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THTSOP08B Operate a computerised reservations system
• THTSOP09B Process non-air documentation
• THTSOP19A Construct domestic airfares
• THTSOP20A Construct normal international airfares
• THTSOP21A Construct promotional international airfares
• THTSOP13B Apply advanced airfare rules and procedures
• THTSOP18A Process air documentation
• THTSOP14A Administer billing and settlement plan
• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THHGLE06B Monitor staff performance
• THHGLE07B Recruit and select staff
• THHGLE12B Develop and manage marketing strategies
• THHGLE18B Monitor and maintain computer systems

Operations Manager (Small Tour Operator)
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• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THTPPD01B Create and implement strategic product development initiatives
• THTPPD03B Source and package tourism products and services
• THTPPD06B Plan and develop ecologically sustainable tourism operations
• THTPPD07B Plan and develop culturally appropriate tourism operations
• THTFTO01B Conduct pre-departure checks
• TDTC197B Drive vehicle
• TDTC897B Drive coach / bus
• TDTB397B Carry out vehicle servicing and maintenance
• THTFTO02B Operate and maintain a 4WD vehicle
• THTFTO03B Set up and operate a campsite
• THTFTO04B Provide campsite catering
• THHGHS03B Provide first aid
• THHGHS11A Manage casualty in a remote area
• THTSOP04B Sell tourism products and services
• THTSOP05B Prepare quotations
• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THHGLE07B Recruit and select staff

Visitor Information Centre Manager

• THTSOP01B Operate an automated information system
• THTSOP02B Source and provide destination information and advice
• THTSOP03B Access and interpret product information
• THTSOP04B Sell tourism products and services
• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THTSOP09B Process non-air documentation
• THTPPD02B Research tourism data
• THTPPD12B Develop host community awareness of tourism
• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THTSMA02B Create a promotional display/stand
• THHGCS04B Make presentations
• WRRS1B Sell products and services
• WRRS2B Advise on products and services
• WRRCS2B Apply point of sale handling procedures
• WRRLP2B Minimise theft
• WRRM1B Merchandise products
• THHGLE06B Monitor staff performance
• THHGLE07B Recruit and select staff
• THHGLE09B Manage workplace diversity
• THHGLE12B Develop and manage marketing strategies
• THHGLE18B Monitor and maintain computer systems

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

• Food Processing (Wine Sector)
• Museums
• Outdoor Recreation
• Sport
• Entertainment
• Horticulture
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• Film, TV, Radio and Multimedia
• Business Services
• Information Technology
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Diploma of Tourism (Operations Management):

- 40 units :
- 22 Core units

Core (refer to the unit list at the end of this section)
- and 18 units where:

- between 8 and 18 units are from one or more of the following areas of the Tourism
Training Package: Sales/Office Operations, Guiding, Planning and Product
Development, Sales and Marketing, Tour Operations, Meetings and Events,
Attractions and Theme Parks and Wine Tourism

Attractions and Theme Parks (refer to the unit list at the end of this section)
Customer Service, Sales & Marketing (refer to the unit list at the end of this section)
Guiding (refer to the unit list at the end of this section)
Leadership & Management: Customer Service, Sales and Marketing (refer to the unit list
at the end of this section)
Meetings and Events (refer to the unit list at the end of this section)
Planning and Product Development (refer to the unit list at the end of this section)
Sales/Office Operations (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)
Wine Tourism (refer to the unit list at the end of this section)

- and Maximum of 10 units are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGCSO8B Establish business relationships

THHGFA06A Interpret financial information

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGGA09B Manage projects

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE08B Lead and manage people

THHGLE11B Manage quality customer service

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business
compliance

THHGTR01B Coach others in job skills

THTTCO01B Develop and update tourism industry knowledge
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ELECTIVE UNITS

Attractions and Theme Parks

Code Title

THTFAT01B Provide on-site information and assistance

THTFAT02B Monitor entry to venue

THTFAT03B Provide a site briefing or scripted commentary

THTFAT04B Operate a ride location

THTFAT05B Load and unload a ride

THTFAT06B Maintain safety in water-based rides

THTFAT07B Supervise ride operations

THTFAT08B Operate a games location

THTFAT09B Spruik at a games location

THTFAT10B Operate animal enclosure/exhibit

THTFAT11B Provide general animal care

THTFAT12B Rescue animals

THTFAT13B Provide customers with information on animals

THTFAT14B Co-ordinate & monitor animal care

THTFAT15B Train and condition animals

THTFAT16B Supervise animal enclosures/exhibits

THTFAT17B Manage animal enclosures/exhibits

Customer Service, Sales & Marketing

Code Title

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCS08B Establish and conduct business relationships

THTSMA01B Coordinate the production of brochures and marketing materials

THTSMA02B Create a promotional display/stand
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Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

Leadership & Management: Customer Service, Sales and Marketing

Code Title

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies

Meetings and Events

Code Title

SRXEVT007A Manage spectators at an event or program

THHGCS05B Organise in-house functions

THTFME01B Coordinate guest and delegate registrations at venue

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME05A Select event venues and sites

THTFME06A Manage event contractors

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTSOP15B Process and monitor event registrations
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Planning and Product Development

Code Title

THTPPD01B Create and implement strategic product development initiatives

THTPPD02B Research tourism data

THTPPD03B Source and package tourism products and services

THTPPD06B Plan and develop ecologically sustainable tourism operations

THTPPD07B Plan and develop culturally appropriate tourism operations

THTPPD12B Develop host community awareness of tourism

THTPPD13B Assess tourism opportunities for local communities

THTPPD14B Develop and implement local/regional tourism plan

Sales/Office Operations

Code Title

THTSOP01B Operate an automated information system

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP13B Apply advanced airfare rules and procedures

THTSOP14B Administer billing and settlement plan

THTSOP16B Maintain a product inventory

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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Wine Tourism

Code Title

FDFCDSCPTA Conduct a product tasting (standard)

FDFCDSEWA Evaluate wines (standard)

FDFCDSEWAA Evaluate wines (advanced)

FDFCDSPTA Prepare for a product tasting

FDFCDSWT1A Promote wine tourism information

THHADFB02B Provide specialist advice on wine

THHADFB08A Manage wine for a wine outlet

THHBFB04B Provide table service of alcoholic beverages

THHBFB09B Provide responsible service of alcohol

THHBFB11B Develop and update food and beverage knowledge
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THT60102 Advanced Diploma of Tourism Management

Core Units

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THTTCO01B Develop and update tourism industry knowledge

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGCS03B Deal with conflict situations

BSBCMN205A Use business technology

BSBCMN213A Produce simple wordprocessed documents

THHGTR01B Coach others in job skills

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE08B Lead and manage people

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGFA06A Interpret financial information

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE20B Develop and update the legal knowledge required for business compliance

THHGCS08B Establish and conduct business relationships

THHGLE11B Manage quality customer service

THHGGA09B Manage projects

THHGLE15B Manage financial operations

THHGLE16B Manage physical assets

THHGLE12B Develop and manage marketing strategies

THHGLE19B Develop and implement a business plan

THHGLE09B Manage workplace diversity

THHGLE07B Recruit and select staff

THHGLE06B Monitor staff performance

Elective Units

Twenty (20) units with at least eight (8) from one or more of the areas of the Tourism
Training Package specified below:
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• Sales/Office Operations
• Guiding
• Planning and Product Development
• Sales and Marketing

• Meetings and Events
• Attractions and Theme Parks
• Wine Tourism
• Tour Operations

Remaining units may be selected from any relevant endorsed Training Package. Only one
language unit may be counted as an elective within this qualification. In all cases selection of
electives must be guided by the job outcome sought, local industry requirements and the
level of the qualification.

Guidance on Selecting Electives for the Advanced Diploma of Tourism Management

The Advanced Diploma of Tourism Management is designed to reflect the role of an
owner/operator, senior or general manager in any sector of the tourism industry.

Examples of areas of the Tourism and Hospitality Training Packages relevant to this
qualification are as follows:

• General Administration
• Financial Administration
• Merchandise Sales
• Front Office
• Food and Beverage (includes wine)
• Computer Technology
• Leadership and Management
• Training and Assessment*
• Languages

*Where Training and Assessment units are selected, the following units should be achieved in
clusters. Each cluster will count as one elective within this qualification.

BSZ405A plus BSZ407A plus BSZ408A (= one elective)

BSZ401A plus BSZ402A plus BSZ403 (= one elective)

Examples of other Training Packages relevant to this qualification are as follows:

• Food Processing (Wine Sector)
• Museums
• Outdoor Recreation
• Sport
• Entertainment
• Horticulture
• Film, TV, Radio and Multimedia
• Business Services
• Information Technology

Examples of Elective Units relevant to specific job outcomes and tourism contexts at
this level are as follows:

Tourism Manager

• THTSOP01B Operate an automated information system
• THTSOP02B Source and provide destination information and advice
• THTSOP03B Access and interpret product information
• THTSOP04B Sell tourism products and services
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• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THTSOP09B Process non-air documentation
• THTPPD02B Research tourism data
• THTPPD12B Develop host community awareness of tourism
• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THTSMA02B Create a promotional display/stand
• THHGCS04B Make presentations
• THHGSC07B Co-ordinate marketing activities
• THHGLE09B Manage workplace diversity
• THHGLE18B Monitor and maintain computer systems
• THTFME03A Develop and update events industry knowledge
• THTPPD08B Plan and develop event proposals and bids
• THTPPD10B Develop and implement sponsorship plans
• THTPPD14B Develop and implement local/regional tourism plan
• THTPPD03B Source and package tourism products and services

Owner Operator (Tour Operator)

• THTSMA01B Co-ordinate the production of brochures and marketing materials
• THTPPD03B Source and package tourism products and services
• THTPPD01B Create and implement strategic product development initiatives
• THTPPD06B Plan and develop ecologically sustainable tourism operations
• THTPPD07B Plan and develop culturally appropriate tourism operations
• THTFTO01B Conduct pre-departure checks
• TDTC197B Drive vehicle
• TDTC897B Drive coach / bus
• TDTB397B Carry out vehicle servicing and maintenance
• THTFTO02B Operate and maintain a 4WD vehicle
• THTFTO03B Set up and operate a campsite
• THTFTO04B Provide campsite catering
• THHGHS03B Provide first aid
• THHGHS11A Manage casualty in a remote area
• THTSOP04B Sell tourism products and services
• THTSOP05B Prepare quotations
• THTSOP06B Receive and process reservations
• THTSOP07B Book and co-ordinate supplier services
• THHGLE05B Roster staff
• THHGLE09B Manage workplace diversity
• THHGLE10B Manage workplace relations
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Qualification Requirements
Note - The following qualification details may be a duplicate of the information above due to the
current method of coding packaging rules for the latest release of NTIS (National Training Information
Service).

To achieve a Advanced Diploma of Tourism Management:

- 49 units :
- 29 Core units

Core (refer to the unit list at the end of this section)
- and 20 units where:

- between 8 and 20 units are from one or more of the following areas of the Tourism
Training Package: Sales/Office Operations, Guiding, Planning and Product
Development, Sales and Marketing, Tour Operations, Meetings and Events,
Attractions and Theme Parks and Wine Tourism

Attractions and Theme Parks (refer to the unit list at the end of this section)
Customer Service, Sales & Marketing (refer to the unit list at the end of this section)
Guiding (refer to the unit list at the end of this section)
Leadership & Management: Customer Service, Sales and Marketing (refer to the unit list
at the end of this section)
Meetings and Events (refer to the unit list at the end of this section)
Planning and Product Development (refer to the unit list at the end of this section)
Sales/Office Operations (refer to the unit list at the end of this section)
Tour Operations (refer to the unit list at the end of this section)
Wine Tourism (refer to the unit list at the end of this section)

- and Maximum of 12 are from any relevant endorsed Training Package
- Note: Only one language unit may be counted as an elective within this qualification
- Note: In all cases selection of electives must be guided by the job outcome sought, local

industry requirements and the level of the qualification
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CORE UNITS

Core

Code Title

BSBCMN205A Use business technology

BSBCMN213A Produce simple word-processed documents

THHCOR01B Work with colleagues and customers

THHCOR02B Work in a socially diverse environment

THHCOR03B Follow health, safety and security procedures

THHGCS03B Deal with conflict situations

THHGCSO8B Establish business relationships

THHGFA06A Interpret financial information

THHGGA01B Communicate on the telephone

THHGGA02B Perform office procedures

THHGGA09B Manage projects

THHGLE01B Monitor work operations

THHGLE02B Implement workplace health, safety and security procedures

THHGLE03B Develop and implement operational plans

THHGLE04B Establish and maintain a safe and secure workplace

THHGLE06B Monitor staff performance

THHGLE07B Recruit and select staff

THHGLE08B Lead and manage people

THHGLE09B Manage workplace diversity

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies

THHGLE13B Manage finances within a budget

THHGLE14B Prepare and monitor budgets

THHGLE15B Manage financial operations

THHGLE16B Manage physical assets

THHGLE19B Develop and implement a business plan

THHGLE20B Develop and update the legal knowledge required for business
compliance

THHGTR01B Coach others in job skills

THTTCO01B Develop and update tourism industry knowledge
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ELECTIVE UNITS

Attractions and Theme Parks

Code Title

THTFAT01B Provide on-site information and assistance

THTFAT02B Monitor entry to venue

THTFAT03B Provide a site briefing or scripted commentary

THTFAT04B Operate a ride location

THTFAT05B Load and unload a ride

THTFAT06B Maintain safety in water-based rides

THTFAT07B Supervise ride operations

THTFAT08B Operate a games location

THTFAT09B Spruik at a games location

THTFAT10B Operate animal enclosure/exhibit

THTFAT11B Provide general animal care

THTFAT12B Rescue animals

THTFAT13B Provide customers with information on animals

THTFAT14B Co-ordinate & monitor animal care

THTFAT15B Train and condition animals

THTFAT16B Supervise animal enclosures/exhibits

THTFAT17B Manage animal enclosures/exhibits

Customer Service, Sales & Marketing

Code Title

THHGCS01B Develop and update local knowledge

THHGCS02B Promote products and services to customers

THHGCS03B Deal with conflict situations

THHGCS04B Make presentations

THHGCS06B Plan and implement sales activities

THHGCS07B Coordinate marketing activities

THHGCS08B Establish and conduct business relationships

THTSMA01B Coordinate the production of brochures and marketing materials

THTSMA02B Create a promotional display/stand
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Guiding

Code Title

THTFTG01B Work as a guide

THTFTG02B Offer arrival and departure assistance

THTFTG03B Develop and maintain the general knowledge required by guides

THTFTG04B Coordinate and operate a tour

THTFTG05B Lead tour groups

THTFTG06B Prepare and present tour commentaries or activities

THTFTG07B Research and share general information on Australian indigenous cultures

THTFTG08B Interpret aspects of local Australian indigenous culture

THTFTG11B Manage extended touring programs

THTFTG12A Prepare specialised interpretive content (flora, fauna and landscape)

THTFTG13A Prepare specialised interpretive content (marine environments)

THTFTG14A Prepare specialised interpretive content (cultural and heritage
environments)

THTPPD04B Plan and implement minimal impact operations

THTPPD05B Plan and develop interpretive activities

Leadership & Management: Customer Service, Sales and Marketing

Code Title

THHGLE11B Manage quality customer service

THHGLE12B Develop and manage marketing strategies

Meetings and Events

Code Title

SRXEVT007A Manage spectators at an event or program

THHGCS05B Organise in-house functions

THTFME01B Coordinate guest and delegate registrations at venue

THTFME02B Provide on site event management services

THTFME03A Develop and update event industry knowledge

THTFME04A Develop an event concept

THTFME05A Select event venues and sites

THTFME06A Manage event contractors

THTFME07A Organise and monitor infrastructure for outdoor events

THTFME08A Integrate technology into the event management process

THTFME09A Develop and update knowledge of protocol

THTPPD08B Plan and develop event proposals and bids

THTPPD09B Develop conference programs

THTPPD10B Develop and implement sponsorship plans

THTSOP15B Process and monitor event registrations
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Planning and Product Development

Code Title

THTPPD01B Create and implement strategic product development initiatives

THTPPD02B Research tourism data

THTPPD03B Source and package tourism products and services

THTPPD06B Plan and develop ecologically sustainable tourism operations

THTPPD07B Plan and develop culturally appropriate tourism operations

THTPPD12B Develop host community awareness of tourism

THTPPD13B Assess tourism opportunities for local communities

THTPPD14B Develop and implement local/regional tourism plan

Sales/Office Operations

Code Title

THTSOP01B Operate an automated information system

THTSOP02B Source and provide destination information and advice

THTSOP03B Access and interpret product information

THTSOP04B Sell tourism products and services

THTSOP05B Prepare quotations

THTSOP06B Receive and process reservations

THTSOP07B Book and co-ordinate supplier services

THTSOP08B Operate a computerised reservations system

THTSOP09B Process non-air documentation

THTSOP13B Apply advanced airfare rules and procedures

THTSOP14B Administer billing and settlement plan

THTSOP16B Maintain a product inventory

THTSOP18A Process air documentation

THTSOP19A Construct domestic airfares

THTSOP20A Construct normal international airfares

THTSOP21A Construct promotional international airfares

Tour Operations

Code Title

TDTB397B Carry out vehicle servicing and maintenance

TDTC197B Drive vehicle

TDTC897B Drive coach/bus

THTFTO01B Conduct pre-departure checks

THTFTO02B Operate and maintain a 4WD tour vehicle

THTFTO03B Set up and operate a campsite

THTFTO04B Provide campsite catering

THTFTO05B Operate tours in a remote area

THTSOP17B Allocate tour resources
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Wine Tourism

Code Title

FDFCDSCPTA Conduct a product tasting (standard)

FDFCDSEWA Evaluate wines (standard)

FDFCDSEWAA Evaluate wines (advanced)

FDFCDSPTA Prepare for a product tasting

FDFCDSWT1A Promote wine tourism information

THHADFB02B Provide specialist advice on wine

THHADFB08A Manage wine for a wine outlet

THHBFB04B Provide table service of alcoholic beverages

THHBFB09B Provide responsible service of alcohol

THHBFB11B Develop and update food and beverage knowledge
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Assessment Guidelines

Introduction

These Assessment Guidelines provide the endorsed framework for assessment of units of
competency in this Training Package. They are designed to ensure that assessment is
consistent with the Australian Quality Training Framework (AQTF) Standards for Registered
Training Organisations. Assessments against the units of competency in this Training
Package must be carried out in accordance with these Assessment Guidelines.

Assessment System Overview

This section provides an overview of the requirements for assessment when using this
Training Package, including a summary of the AQTF requirements; licensing/registration
requirements; and assessment pathways.

Benchmarks for Assessment

Assessment within the National Training Framework is the process of collecting evidence and
making judgements about whether competency has been achieved to confirm whether an
individual can perform to the standards expected in the workplace, as expressed in the
relevant endorsed unit of competency.

In the areas of work covered by this Training Package, the endorsed units of competency are
the benchmarks for assessment. As such, they provide the basis for nationally recognised
Australian Qualifications Framework (AQF) qualifications and Statements of Attainment
issued by Registered Training Organisations (RTOs).

Australian Quality Training Framework Assessment Requirements

Assessment leading to nationally recognised AQF qualifications and Statements of
Attainment in the vocational education and training sector must meet the requirements of the
AQTF as expressed in the Standards for Registered Training Organisations.

The Standards for Registered Training Organisations can be downloaded from the DEST
website at www.dest.gov.au or can be obtained in hard copy from DEST. The following points
summarise the assessment requirements under the AQTF.

Registration of Training Organisations

Assessment must be conducted by, or on behalf of, an RTO formally registered by a State or
Territory Registering/Course Accrediting Body in accordance with the Standards for
Registered Training Organisations. The RTO must have the specific units of competency
and/or AQF qualifications on its scope of registration. See Section 1 of the Standards for
Registered Training Organisations.

Quality Training and Assessment

Each RTO must have systems in place to plan for and provide quality training and
assessment across all its operations. See Standard 1 of the Standards for Registered
Training Organisations.

Assessor Competency Requirements

Each person involved in training, assessment or client service must be competent for the
functions they perform. See Standard 7 of the Standards for Registered Training
Organisations for assessor competency requirements. Standard 7 also specifies the
competencies that must be held by trainers.
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Assessment Requirements

The RTOs assessments must meet the requirements of the endorsed components of Training
Packages within its scope of registration. See Standard 8 of the Standards for Registered
Training Organisations.

Assessment Strategies

Each RTO must identify, negotiate, plan and implement appropriate learning and assessment
strategies to meet the needs of each of its clients. See Standard 9 of the Standards for
Registered Training Organisations.

Mutual Recognition

Each RTO must recognise the AQF qualifications and Statements of Attainment issued by
any other RTO. See Standard 5 of the Standards for Registered Training Organisations.

Access and Equity and Client Services

Each RTO must apply access and equity principles, provide timely and appropriate
information, advice and support services that assist clients to identify and achieve desired
outcomes. This may include reasonable adjustment in assessment. See Standard 6 of the
Standards for Registered Training Organisations.

Partnership Arrangements

RTOs must have, and comply with, written agreements with each organisation providing
training and/or assessment on its behalf. See Standard 1.6 of Standards for Registered
Training Organisations.

Recording Assessment Outcomes

Each RTO must have effective administration and records management procedures in place,
and must record AQF qualifications and Statements of Attainment issued. See Standards 4
and 10.2 of the Standards for Registered Training.

Issuing AQF Qualifications and Statement of Attainment

Each RTO must issue AQF qualifications and Statements of Attainment that meet the
requirements of the AQF Implementation Handbook and the endorsed Training Packages
within the scope of its registration. An AQF qualification is issued once the full requirements
for a qualification, as specified in the nationally endorsed Training Package are met. A
Statement of Attainment is issued where the individual is assessed as competent against
fewer units of competency than required for an AQF qualification. See Standard 10 and
Section 2 of the Standards for Registered Training Organisations.

There are no specific licensing or registration issues that impact on assessment practices
within the Tourism and Hospitality Training Packages.

Requirements for Assessors

Assessor Qualifications

There are mandatory requirements that must be met by individual assessors or collectively by
the members of an assessment team or panel conducting assessments against this Training
Package. Assessors must have the following assessment Units of Competency from the
Training Package for Assessment and Workplace Training, or must have demonstrated
equivalent competencies:

• BSZ401A Plan assessment;
• BSZ402A Conduct assessment;
• BSZ403A Review assessment;
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• plus the relevant vocational competencies, at least to the level being assessed.

In addition to the above, it is recommended that assessors have comprehensive current
knowledge of the industry and the job or role against which performance is being assessed.

They should also have appropriate interpersonal and communication skills and knowledge of
language, literacy and numeracy issues in the context of assessment. These skills,
knowledge and attributes may be developed and demonstrated through:

participation in professional development;

relevant work experience;

participation in professional/industry networks;

recent planning and review of assessment activities;

participation in assessment validation processes;

recent assessment and/or workplace training activities.

All assessors who are engaged in assessing against this Training Package must be:

• employed by an RTO, or

acting under the registration of an RTO (for example, an assessor working in an enterprise
that has a partnership arrangement with the RTO).

All assessors who are engaged in assessing against this Training Package must be:

• employed by an RTO, or
• acting under the registration of an RTO (for example, an assessor working in an

enterprise that has a partnership arrangement with the RTO).

This Training Package provides a range of options for meeting these assessor requirements.
Assessments can be undertaken in a variety of workplace and institutional contexts by
individual assessors, partnerships involving assessors and technical experts, and teams of
assessors.

The options listed below show how the requirement to use qualified assessors can be met.

An individual assessor conducts the assessment

An assessor works with workplace supervisor in collecting evidence for valid assessment

A team working together to conduct the assessment

OPTIONS ASSESSORS, TECHNICAL EXPERTS AND WORKPLACE
SUPERVISORS

(Includes mandated requirements and recommended attributes)

Single assessor An assessor is required to:

• hold formal recognition of competence in the relevant units in
the Training Package for Assessment and Workplace Training;

• be deemed competent and, where possible, hold formal
recognition of competence in the specific Units of Competency
in this Training Package, at least to the level being assessed.

In addition, it is recommended that the assessor is able to:

• demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
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being assessed;
• demonstrate current knowledge and skill in assessing against

this Training Package in a range of contexts;.
• demonstrate the necessary interpersonal and communication

skills required in the assessment process.

Partnership
arrangement

An assessor works
with a technical
expert to conduct
the assessment

Assessor is required to hold formal recognition of competence in the
relevant units in the Training Package for Assessment and
Workplace Training.

In addition, it is recommended that the assessor is able to:

• demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts;

• demonstrate the interpersonal and communication skills
required in the assessment process.

A technical expert is required to be deemed competent and, where
possible, hold formal recognition of competence in the specific Units
of Competency from this Training Package, at least to the level being
assessed.

In addition, it is recommended that the Technical Expert is able to:

• demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed;

• communicate and liaise with the assessor throughout the
assessment process.

Partnership
arrangement

An assessor is required to:

• hold formal recognition of competence in Assessment and
Workplace Training in the relevant units in the Training
Package;

• make the assessment decision.

In addition, it is recommended that the assessor is able to:

• demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts;

• demonstrate the interpersonal and communication skills
required in the assessment process;

• communicate and liaise, where appropriate, with the workplace
supervisor throughout the assessment process.

A workplace supervisor is required to be deemed competent and,
where possible, is to hold formal recognition of competence in the
specific Units of Competency from this Training Package, at least to
the level being assessed.

In addition, it is recommended that the Workplace supervisor is able
to:

• demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed;

• communicate and liaise, where appropriate, with the assessor
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throughout the assessment process;
• use agreed practices to gather and record evidence for the

assessor to use in making a valid judgement on competency.

Partnership
arrangement

Assessment
team/panel

Members of an assessment team or panel that comprises
assessment and industry experience and expertise works together in
the collection of evidence and in making judgements about
competency.

The members of the team must include at least one person who:

• holds formal recognition of competence in Assessment and
Workplace Training in the relevant units in the Training
Package;

• is deemed competent and, where possible, holds formal
recognition of competence in the specific Units of Competency
from this Training Package, at least to the level being assessed.

In addition, it is recommended that members of the team/panel
involved in the assessment are able to:

• demonstrate current knowledge of the industry, industry
practices, and the job or role against which performance is
being assessed;

• demonstrate current knowledge and skill in assessing against
this Training Package in a range of contexts;

• demonstrate the interpersonal and communication skills
required in the assessment process and liaise with other
team/panel members throughout the assessment process.

Pathways

The competencies in this Training Package may be attained in a number of ways including
through:

• formal or informal education and training
• experiences in the workplace
• general life experience, and/or
• any combination of the above.

Assessment under this Training Package leading to an AQF qualification or Statement of
Attainment may follow a learning and assessment pathway, an assessment-only or
recognition pathway, or a combination of the two as illustrated in the following diagram.
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Each of these assessment pathways leads to full recognition of competencies held - the
critical issue is that the candidate is competent, not how the competency was acquired.

Assessment, by any pathway, must comply with the assessment requirements set out in the
Standards for Registered Training Organisations.

Learning and Assessment Pathways

Usually, learning and assessment are integrated, with assessment evidence being collected
and feedback provided to the candidate at anytime throughout the learning and assessment
process.

Learning and assessment pathways may include structured programs in a variety of contexts
using a range of strategies to meet different learner needs. Structured learning and
assessment programs could be: group-based, work-based, project-based, self-paced, action
learning-based; conducted by distance or e-learning; and/or involve practice and experience
in the workplace.

Learning and assessment pathways to suit New Apprenticeships have a mix of formal
structured training and structured workplace experience with formative assessment activities
through which candidates can acquire and demonstrate skills and knowledge from the
relevant units of competency.

Assessment-Only or Recognition of Prior Learning Pathway

Competencies already held by individuals can be formally assessed against the units of
competency in this Training Package, and should be recognised regardless of how, when or
where they were achieved.

In an assessment-only or Recognition of Prior Learning (RPL) pathway, the candidate
provides current, quality evidence of their competency against the relevant unit of
competency. This process may be directed by the candidate and verified by the assessor,
such as in the compilation of portfolios; or directed by the assessor, such as through
observation of workplace performance and skills application, and oral and/or written
assessment. Where the outcomes of this process indicate that the candidate is competent,
structured training is not required. The RPL requirements of Standard 8.2 of the Standards for
Registered Training Organisations must be met.

As with all assessment, the assessor must be confident that the evidence indicates that the
candidate is currently competent against the endorsed unit of competency. This evidence
may take a variety of forms and might include certification, references from past employers,
testimonials from clients, and work samples. The onus is on candidates to provide sufficient
evidence to satisfy assessors that they currently hold the relevant competencies. In judging
evidence, the assessor must ensure that the evidence of prior learning is:
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• authentic (the candidates own work)
• valid (directly related to the current version of the relevant endorsed unit of competency)
• reliable (shows that the candidate consistently meets the endorsed unit of competency)
• current (reflects the candidates current capacity to perform the aspect of the work

covered by the endorsed unit of competency), and
• sufficient (covers the full range of elements in the relevant unit of competency and

addresses the four dimensions of competency, namely task skills, task management
skills, contingency management skills, and job/role environment skills).

The assessment only or recognition of prior learning pathway is likely to be most appropriate
in the following scenarios:

• candidates enrolling in qualifications who want recognition for prior learning or current
competencies

• existing workers
• individuals with overseas qualifications
• recent migrants with established work histories
• people returning to the workplace, and
• people with disabilities or injuries requiring a change in career.

Combination of Pathways

Where candidates for assessment have gained competencies through work and life
experience and gaps in their competence are identified, or where they require training in new
areas, a combination of pathways may be appropriate.

In such situations, the candidate may undertake an initial assessment to determine their
current competency. Once current competency is identified, a structured learning and
assessment program ensures that the candidate acquires the required additional
competencies identified as gaps.

Assessor Requirements

This section identifies the mandatory competencies for assessors, and clarifies how others
may contribute to the assessment process where one person alone does not hold all the
required competencies.

Assessor Competencies

The Standards for Registered Training Organisations specify mandatory competency
requirements for assessors. For information, Standard 7.3 from the Standards for Registered
Training Organisations follows:

7.3 a The RTO must ensure that assessments are conducted by a person who has:

• the following competencies* from the Training Package for Assessment and
Workplace Training, or demonstrated equivalent competencies:
• TAAASS401A Plan and organise assessment;
• TAAASS402A Assess competence;
• TAAASS404A Participate in assessment validation;

• relevant vocational competencies, at least to the level being assessed.

b However, if a person does not have all of the competencies in Standards 7.3 a (i)
and the vocational competencies as defined in 7.3 a (ii), one person with the
competencies listed in Standard 7.3 a (i), and one or more persons who have the
competencies listed in Standard 7.3 a (ii) may work together to conduct
assessments.
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* A person who holds the competencies BSZ401A Plan assessment, BSZ402A
Conduct assessment, and BSZ403A Review assessment from the Training
Package for Assessment and Workplace Training will be accepted for the purposes
of this standard. A person who has demonstrated equivalent competencies to
BSZ401A and BSZ402A and BSZ403A in the period up to 12 months following
publication of the Training and Assessment Training Package will also be accepted
for the purposes of this standard.

Designing Assessment Tools

This section provides an overview on the use and development of assessment tools.

Use of Assessment Tools

Assessment tools provide a means of collecting the evidence that assessors use in making
judgements about whether candidates have achieved competency.

There is no set format or process for the design, production or development of assessment
tools. Assessors may use prepared assessment tools, such as those specifically developed to
support this Training Package, or they may develop their own.

Using Prepared Assessment Tools

If using prepared assessment tools, assessors should ensure these are benchmarked, or
mapped, against the current version of the relevant unit of competency. This can be done by
checking that the materials are listed on the National Training Information Service
(http://www.ntis.gov.au). Materials on the list have been noted by the National Training Quality
Council as meeting their quality criteria for Training Package support materials.

Developing Assessment Tools

When developing assessment tools, assessors must ensure that they:

• are benchmarked against the relevant unit or units of competency
• are reviewed as part of the validation of assessment strategies as required under 9.2 (i)

of the Standards for Registered Training Organisations
• meet the assessment requirements expressed in the Standards for Registered Training

Organisations, particularly Standards 8 and 9.

A key reference for assessors developing assessment tools is TAA04 Training and
Assessment Training Package and the unit of competency TAAASS403A Develop
assessment tools. There is no set format or process for the design, production or
development of assessment materials.

Conducting Assessment

This section details the mandatory assessment requirements and provides information on
equity in assessment including reasonable adjustment.

Mandatory Assessment Requirements

Assessments must meet the criteria set out in Standard 8 from the Standards for Registered
Training Organisations. For information, Standard 8 from the Standards for Registered
Training Organisations is reproduced below.

8 RTO Assessments
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The RTOs assessments meet the requirements of the endorsed components of
Training Packages and the outcomes specified in accredited courses within the
scope of its registration.

8.1 The RTO must ensure that assessments (including RPL):

i. comply with the assessment guidelines included in the applicable nationally
endorsed Training Packages or the assessment requirements specified in
accredited courses;

ii. lead to the issuing of a statement of attainment or qualification under the AQF when
a person is assessed as competent against nationally endorsed unit(s) of
competency in the applicable Training Package or modules specified in the
applicable accredited course;

iii. are valid, reliable, fair and flexible;

iv. provide for applicants to be informed of the context and purpose of the assessment
and the assessment process;

v. where relevant, focus on the application of knowledge and skill to standard of
performance required in the workplace and cover all aspects workplace
performance, including task skills, task management skills, contingency
management skills and job role environment skills;

vi. involve the evaluation of sufficient evidence to enable judgements to be made
about whether competency has been attained;

vii. provide for feedback to the applicant about the outcomes of the assessment
process and guidance on future options in relation to those outcomes;

viii. are equitable for all persons, taking account of individual needs relevant to the
assessment; and

ix. provide for reassessment on appeal.

8.2 a The RTO must ensure that RPL is offered to all applicants on enrolment

b The RTO must have an RPL process that:

i. is structured to minimise the time and cost to applicants; and

ii. provides adequate information, support and opportunities for participants to
engage in the RPL process.

Access and Equity

An individuals access to the assessment process should not be adversely affected by
restrictions placed on the location or context of assessment beyond the requirements
specified in this Training Package.

Reasonable adjustments can be made to ensure equity in assessment for people with
disabilities. Adjustments include any changes to the assessment process or context that meet
the individual needs of the person with a disability, but do not change competency outcomes.
Such adjustments are considered reasonable if they do not impose an unjustifiable hardship
on a training provider or employer. When assessing people with disabilities, assessors are
encouraged to apply good practice assessment methods with sensitivity and flexibility.
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Explanation of Terms Used in the Competency Standards
The section in the competency standards titled Context of Assessment describes the required
conditions for assessing particular skills. For example:

• Where? How many times? How quickly?
• Does it need to be done in more than one place or industry context?
• Does it have to be undertaken over a period of time?
• Do you have to actually do it, just know about it or plan it?
• What equipment, materials and documentation do you have to use?
• What other people should be involved?
• How many customers do you need to serve?
• What are the special industry conditions and restraints?

Below are some explanations of terms used in this section of the competency standards.

industry-realistic timeframes / typical workplace time constraints / work conditions,
ratios of staff to customers

• Tasks must be completed within a timeframe that would be acceptable in a real
workplace and with the presence of daily work realities such as interruptions. For
example, how long should it take to issue a single coach ticket in a busy workplace?

• Staff to customer ratios must reflect those generally used by a commercially viable
business on an average day. For example, how many customers would a waiter be
reasonably expected to serve, or how many meals would a cook generally prepare
during a lunch period?

project or work activities conducted over a period of time

• The competency requires the application of monitoring skills, ongoing supervision or
implementation of a plan or policy, so an activity that extends over a length of time is
required. For example, the development and management of an event, function or tour
would be appropriate (eg running an end of term excursion for a class).

involvement of customers or suppliers, interaction with others

• Involvement of other people such as customers, team members and passengers is
required to allow the candidate to demonstrate the interactive or customer service
aspects of the competency. For example, working with other members of a kitchen
brigade, or role-playing answering of customer questions.

• In units dealing with project-based or management skills, consultation with or leadership
of others may be a key unit requirement, and this must be reflected in assessment. For
example, developing a proposal for an event would require consultation with suppliers.

on more than on occasion

• This statement has been used sparingly and is only included when a totally separate
performance occasion is considered essential. For example, the preparation of
specialised food items may require demonstration on different occasions to ensure an
appropriate range.

across a full service period

• Demonstration of skills across a normal food and beverage service period will enable the
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candidate to demonstrate ability to respond to a range of typical service issues and
problems, handle different customer requests and so forth. For example, a candidate
would may provide service during a breakfast, lunch or dinner period in a restaurant.

fully-equipped operational commercial kitchen /dining room, industry-current
equipment

• The equipment required for a commercial operation, particularly for a kitchen or
restaurant will vary depending on the size and style of operation, but it is vastly different
to that required in a domestic setting. To demonstrate competence, candidates must
have access to a range of suitable equipment which is currently used in the industry.
Lists of suggested equipment are found in the Appendices.

• An operational environment is one which is actually in operation under commercial
conditions ie. is producing and serving food and beverage for customers.

to address differing....., to address a range.....

• It is impossible to define range precisely as the standards are relevant to so many
different contexts. However, adherence to general business norms should apply. For
example, many different reservations from different types of customer and for varying
services would need to be processed, as no business would be viable without
reservations staff able to do this.

which reflects local industry practice

• Activities should be tailored to local industry needs. For example, in a tour guiding
situation, the numbers of people involved as customers and the type of environment in
which the assessment is conducted should reflect the relevant style of products and
services offered. For a National Parks guide this may mean assessment in a natural
area with a small group whereas a guide in the city might be assessed on a coach
during an urban tour.

commercially-realistic environment

• The environment must be one in which the activity would take place in the real world of
work. For example, a guide might run an activity or deliver a commentary at a tourist
site, on a coach or on a beach.

Customising Units of Competence

Competency standards are packaged and aligned to qualifications in the Australian
Qualifications Framework. Individual units of competence, however, do not specify levels
since it is the combination of a group of standards that forms a qualification at a particular
level. The qualification and job outcome will indicate the level at which a unit is assessed.

The national competency standards apply industry-wide. They have been written so that they
can be applied and adapted to a broad range of enterprise types and industry contexts.
Trainers and assessors therefore need to customise the content and training/assessment
activities to suit particular workplaces or training situations. The Range Statement includes
statements about the required scope of performance, but also includes guidance and
examples which can be adjusted to suit local industry, sector and enterprise needs.

For example, an organisation may wish to customise the standards to ensure that
assessment is undertaken on equipment, and according to organisational procedures, unique
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to that particular workplace.

However, the Evidence Guide of each unit, plus the content of all elements and performance
criteria, stipulate the requirements for achievement of competency. Therefore all of these
requirements must be met.

Further Sources of Information

The section provides a listing of useful contacts and resources to assist assessors in
planning, designing, conducting and reviewing of assessments against this Training Package.

Contacts

Contacts
Service Industry Skills Council

Level 10, 171 Clarence Street

SYDNEY NSW 2000

PO Box 4194

SYDNEY NSW 2001

Telephone: 02 8243 1200

Fax: 02 8243 1215

Web:www.serviceskills.com.au

Email:info@serviceskills.com.au

Australian Training Products Ltd

Level 25, 150 Lonsdale Street

MELBOURNE VIC 3000

PO Box 12211

A'Beckett Street Post Office

MELBOURNE VIC 8006

Telephone: (03) 9655 0600

Fax: (03) 9639 4684

Web: www.atpl.net.au

Email: sales@atpl.net.au

Innovation and Business Industry Skills Council

Building B, Level 2

192 Burwood Road

Telephone: (03) 9815 7000

Fax: (03) 9815 7001

Email: virtual@ibsa.org.au

General Resources
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Refer to http://antapubs.dest.gov.au/publications/search.asp to locate the following ANTA
publications.

AQF Implementation Handbook, third Edition. Australian Qualifications Framework Advisory
Board, 2002, aqf.edu.au

Australian Quality Training Framework (AQTF) - for general information go to:
www.dest.gov.au/sectors

Australian Quality Training Framework (AQTF) - for resources and information go to:
www.dest.gov.au

Australian Quality Training Framework Standards for Registered Training Organisations,
Australian National Training Authority, Melbourne, 2005. Available in hard copy from State
and Territory Training Authorities or can be downloaded from www.dest.gov.au

TAA04 Training and Assessment Training Package. This is available from the Innovation and
Business Skills Australia (IBSA) Industry Skills Council and can be viewed, and components
downloaded, from the National Training Information Service (NTIS). National Training
Information Service, an electronic database providing comprehensive information about
RTOs, Training Packages and accredited courses - www.ntis.gov.auStyle Guide for Training
Package Support Materials, Australian National Training Authority, Melbourne, 2003. Can be
downloaded from the ANTA page at www.dest.gov.au

Assessment Resources

Training Package Assessment Guides - a range of resources to assist RTOs in developing
Training Package assessment materials developed by DEST with funding from the
Department of Education, Training and Youth Affairs. It is made up of 10 separate titles, as
described at the ANTA publications page of www.dest.gov.au. Go to
www.resourcegenerator.gov.au/loadpage.asp?TPAG.htm

Printed and/or CD ROM versions of the Guides can be purchased from Australian Training
Products (ATP). The resource includes the following guides:

• Training Package Assessment Materials Kit
• Assessing Competencies in Higher Qualifications
• Recognition Resource
• Kit to Support Assessor Training
• Candidates Kit: Guide to Assessment in New Apprenticeships
• Assessment Approaches for Small Workplaces
• Assessment Using Partnership Arrangements
• Strategies for ensuring Consistency in Assessment
• Networking for Assessors
• Quality Assurance Guide for Assessment

An additional guide "Delivery and Assessment Strategies" has been developed to
complement these resources.

Assessment Tool Design and Conducting Assessment

VETASSESS AND; Western Australian Department of Training and Employment 2000,
Designing Tests - Guidelines for designing knowledge based tests for Training Packages.
Vocational Education and Assessment Centre 1997, Designing Workplace Assessment Tools,
A self-directed learning program, NSW TAFE.

Manufacturing Learning Australia 2000, Assessment Solutions, Australian Training Products,
Melbourne.
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Rumsey, David 1994, Assessment practical guide, Australian Government Publishing Service,
Canberra.

Assessor Training

Australian Committee on Training Curriculum (ACTRAC) 1994, Assessor training program -
learning materials, Australian Training Products, Melbourne.

Australian National Training Authority, A Guide for Professional Development, ANTA,
Brisbane.

Australian Training Products Ltd Assessment and Workplace Training, Training Package -
Toolbox, ATPL Melbourne.

Green, M, et al. 1997, Key competencies professional development Package, Department for
Education and Childrens Services, South Australia.

Victorian TAFE Association 2000, The professional development CD: A learning tool, VTA,
Melbourne.

Assessment System Design and Management

Office of Training and Further Education 1998, Demonstrating best practice in VET project -
assessment systems and processes, OTFE Victoria.

Toop, L., Gibb, J. and; Worsnop, P. Assessment system designs, Australian Government
Publishing Service, Canberra.

Western Australia Department of Training and VETASSESS 1998, Kit for Skills Recognition
Organisations, WADOT, Perth.
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Competency Standards

What is competency?

The broad concept of industry competency concerns the ability to perform particular tasks and
duties to the standard of performance expected in the workplace. Competency requires the
application of specified skills, knowledge and attitudes relevant to effective participation in an
industry, industry sector or enterprise.

Competency covers all aspects of workplace performance and involves performing individual
tasks; managing a range of different tasks; responding to contingencies or breakdowns; and,
dealing with the responsibilities of the workplace, including working with others. Workplace
competency requires the ability to apply relevant skills, knowledge and attitudes consistently
over time and in the required workplace situations and environments. In line with this concept
of competency Training Packages focus on what is expected of a competent individual in the
workplace as an outcome of learning, rather than focussing on the learning process itself.

Competency standards in Training Packages are determined by industry to meet identified
industry skill needs. Competency standards are made up of a number of units of competency
each of which describes a key function or role in a particular job function or occupation. Each
unit of competency within a Training Package is linked to one or more AQF qualifications.

Contextualisation of Units of Competency by RTOs

Registered Training Organisation (RTOs) may contextualise units of competency to reflect
local outcomes required. Contextualisation could involve additions or amendments to the unit
of competency to suit particular delivery methods, learner profiles, specific enterprise
equipment requirements, or to otherwise meet local needs. However, the integrity of the
overall intended outcome of the unit of competency must be maintained.

Any contextualisation of units of competency in this endorsed Training Package must be
within the bounds of the following advice. In contextualising units of competency, RTOs:

• must not remove or add to the number and content of elements and performance criteria
• may add specific industry terminology to performance criteria where this does not distort

or narrow the competency outcomes
• may make amendments and additions to the range statement as long as such changes

do not diminish the breadth of application of the competency and reduce its portability,
and/or

• may add detail to the evidence guide in areas such as the critical aspects of evidence or
resources and infrastructure required where these expand the breadth of the
competency but do not limit its use.

Components of Units of Competency

The components of units of competency are summarised below, in the order in which they
appear in each unit of competency.

Unit Title

The unit title is a succinct statement of the outcome of the unit of competency. Each unit of
competency title is unique, both within and across Training Packages.

Unit Descriptor

The unit descriptor broadly communicates the content of the unit of competency and the skill
area it addresses. Where units of competency have been contextualised from units of
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competency from other endorsed Training Packages, summary information is provided. There
may also be a brief second paragraph that describes its relationship with other units of
competency, and any licensing requirements.

Prerequisite Units (optional)

If there are any units of competency that must be completed before the unit, these will be
listed.

Application of the Unit

This sub-section fleshes out the unit of competencys scope, purpose and operation in
different contexts, for example, by showing how it applies in the workplace.

Competency Field (Optional)

The competency field either reflects the way the units of competency are categorised in the
Training Package or denotes the industry sector, specialisation or function. It is an optional
component of the unit of competency.

Sector (optional)

The industry sector is a further categorisation of the competency field and identifies the next
classification, for example an elective or supervision field.

Elements of Competency

The elements of competency are the basic building blocks of the unit of competency. They
describe in terms of outcomes the significant functions and tasks that make up the
competency.

Performance Criteria

The performance criteria specify the required performance in relevant tasks, roles, skills and
in the applied knowledge that enables competent performance. They are usually written in
passive voice. Critical terms or phrases may be written in bold italics and then defined in
range statement, in the order of their appearance in the performance criteria.

Required Skills and Knowledge

The essential skills and knowledge are either identified separately or combined. Knowledge
identifies what a person needs to know to perform the work in an informed and effective
manner. Skills describe the application of knowledge to situations where understanding is
converted into a workplace outcome.

Key Competencies

The way the Key Competencies relate to the unit will be described (unless the developer has
described them at the level of the qualification). The Key Competencies are described in more
detail at the end of this section.

Range Statement

The range statement provides a context for the unit of competency, describing essential
operating conditions that may be present with training and assessment, depending on the
work situation, needs of the candidate, accessibility of the item, and local industry and
regional contexts. As applicable, the meanings of key terms used in the performance criteria
will also be explained in the range statement.

Evidence Guide

The evidence guide is critical in assessment as it provides information to the Registered
Training Organisation (RTO) and assessor about how the described competency may be
demonstrated. The evidence guide does this by providing a range of evidence for the
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assessor to make determinations, and by providing the assessment context. The evidence
guide describes:

• conditions under which competency must be assessed including variables such as the
assessment environment or necessary equipment

• relationships with the assessment of any other units of competency
• suitable methodologies for conducting assessment including the potential for workplace

simulation
• resource implications, for example access to particular equipment, infrastructure or

situations
• how consistency in performance can be assessed over time, various contexts and with a

range of evidence, and
• the required underpinning knowledge and skills

Key Competencies

All Training Packages require the integration of Key Competencies either in each unit of
competency, or across a qualification, depending on industry needs and preferences.

The Key Competencies were first defined in 1992 in the project report, Putting General
Education to Work: The Key Competencies Report (Mayer Committee 1992). The skills and
knowledge they describe are essential for effective workplace participation and involve the
sorts of capabilities commonly used by employers as selection criteria. They underpin the
ability of employees to adapt to technological, organisational, societal and functional change.

The Key Competencies are generic, in that they apply to work in general, rather than to
particular occupations or industries. They focus on the application of knowledge and skills in
an integrated way in workplace situations. The seven Key Competencies are:

1 Communicating ideas and information

The capacity to communicate effectively with others using the range of spoken, written,
graphic and other non-verbal means of expression.

2 Collecting, analysing and organising information

The capacity to locate, sift and sort information in order to select what is required and to
present it in a useful way, and evaluate both the information itself and the sources and
methods used to collect it.

3 Planning and organising activities

The capacity to plan and organise ones own work activities, including making good use of
time and resources, sorting out priorities and monitoring ones performance.

4 Working with others in teams

The capacity to interact effectively with other people both on a one-to-one basis and in
groups, including understanding and responding to the needs of a client and working
effectively as a member of a team to achieve a shared goal.

5 Using mathematical ideas and techniques

The capacity to use mathematical ideas, such as number and space, and techniques such as
estimation and approximation, for practical purposes.

6 Solving problems

The capacity to apply problem-solving strategies in purposeful ways, both in situations where
the problem and the solution are clearly evident and in situations requiring creative thinking
and a creative approach to achieve a desired outcome.
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7 Using technology

The capacity to apply technology, combining the physical and sensory skills needed to
operate equipment with the understanding of scientific and technological principles needed to
explore and adapt systems.

Performance Levels

There are three levels of performance defined within the Key Competencies. These are
stand-alone levels and do not correspond to the AQF qualification levels.

• Performance Level 1 is concerned with the level of competence needed to undertake
activities efficiently with sufficient self-management to meet the explicit requirements of
the activity, and to make judgements about the quality of outcomes against established
criteria.

• Performance Level 2 describes the competence needed to manage activities requiring
the selection, application and integration of a number of elements, and to select from
established criteria to judge quality of process and outcome.

• Performance Level 3 describes the competence needed to evaluate and reshape
processes, to establish and use principles in order to determine appropriate ways of
approaching activities, and to establish criteria for judging quality of process and
outcome.

However, relating performance to the specific industry or workplace context may be more
useful than interpreting the somewhat abstracted performance levels provided above. Where
the Key Competencies are defined in the unit of competency, you will find them in a table,
together with examples of their application, to help with assessment of their performance.

Also, in evaluating the level of performance for the Key Competencies, consider the
performance expectations at the AQF qualification level involved.

Delivery and Assessment of Key Competencies

The Key Competencies are integral to workplace competency, and, as such must be explicitly
considered in the design, customisation, delivery and assessment of vocational education and
training programs as represented diagrammatically below.
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